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Classic Computer Systems
User’s Manual
MM1WIN
(Mobile Manager 1 for Windows)

Introduction:

Welcome to the world of computer assisted business
management.

Having received your Classic Computer Systems package, you
are naturally eager to begin operating as soon as possible. While
it is tempting to jump right in and experiment, a little time spent
reading is well worth the effort.

Take the time and closely follow our proven path. This will make
the computerization of your business smooth and painless.

This manual is intended to be your “guide”. In the following pages
we will explain what to do, what to look for, and which keys to

press to run the programs and to help you manage your business.

Here is an outline of the initial steps you will be going through:

1. Familiarizing yourself with the software.

2. Initially setting up your software.

3. Customizing for your business.

4. Entering your stops, customers and opening figures.

This manual will guide you through the full operation and
functionality of the MM1W IN software system.

SUPPORT:

Classic Computer Technical Support Line:

***** CENTRAL TIME *****
8:30 AM to 5:30 PM MONDAY THROUGH FRIDAY
OR
WEEKENDS AND AFTER HOURS (message only for return
calls)

General and Hardware Support
(630) 550-5400

Software Support/Sales
Local or from your Cell Phone (630) 550-5403

(800) 923-9357
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Section 1
SECTION 1 - Installing MM1 for
Windows
System Capacity:
The MM1 System capacities are as follows:
. Accounts Receivable:
. 7 days availability in route design.
. 99 stops per day.
. 9,999 accounts total - regardless of day, type or
balance.
. Invoices:
. 999,999 individual invoices.
. 9,999 line items per invoice.
. Inventory:
. 20 Character/Digit part numbers.
. 1,000,000 part numbers.
. $99,999.99 max price/cost for each item.
. 64,000 orders (combined Orders to
Send/Receive)
. 64,000 part numbers per order.
. Sales Tax:
. 99 maximum tax areas
. 99.999% maximum sales tax.
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System Requirements:

Minimum Suggested:

Computer System:

Windows 7 or higher

Processor 1.8 ghz 2.0 ghz dual core
or higher

Ram 1gb 2 gb or more

Available HD | 4 gb 4 gb or more

Space

Optical Drive Optional * CD-Rom or DVD-Rom

USB Ports 2 4 or more

Operating Systems:

Windows 7 or Higher

Printer:

. Windows compatible inkjet
printer (check driver availability
before purchasing).

. Uses 8 %2 x 11 inch paper.
Backup Devices: USB Backup device:
. Flash Drive, the minimum size
to use 1gb.
Optional Devices: . USB Long Range CCD
Scanner
. USB Credit Card Swiper*
Merchant services provided
. USB Self Powered Hub
. Wireless Internet Connection
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Things You Will Need:

Planning and setup are very important, like in life if you want
things to run smoothly you must plan, then set it up, MM1 is the
same. You can jump right in and begin to add your business
information, tax areas, and route, but in most cases you don’t
know all of that information off the top of you head. So to make
things easier these are some of the things you will need in setting
up MM1. This is just a guide.

Planning:
1. Installation media or download from website.
2. Hardlock USB (Hardware Key)
3. Laptop computer.
4. Business information — this includes any ID’s you

might have with your warehouses.

5. Tax Information — in some cases you will only
have one tax area to deal with, but in others you’ll
have multiple tax areas, and different break
downs depending on that area.

6. Route Information — in most cases you will have
an idea of your route.

7. Inventory — with MM 1 this part will be provided for
you depending on the warehouse.

8. Customer Information (optional) — when starting a

new business in most cases you will not have this
information. This is ok, it can be added later.

W ith each of these steps, you can always go back and change

things if you don’t have the complete information. Once you have
all of this, you are ready for step 1.

Software Installation:

Section 1

MM1 For Windows

by Classic Computer Systems.

Install MM1 ‘

Install HardLock Device
Driver

Load Serial #

PPI Rate Schedule ‘ PPI Application

Install CDL ‘ Browse CD ‘

Exit

Download the software from our website
www.mobilemanageri.com

You will be presented with an install screen that
provides you with several choices:

o200

Install MM1

Install CDL (Cornwell Only)
Install Hardlock Device Driver
Browse CD

Exit

Click on the Install MM1 button to begin the installation
(this will install the CDL automatically). If this menu
does not appear proceed to step 2, otherwise proceed
to step 3


http://www.mobilemanager1.com
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Once you launch the installation program you might be v seiy
prompted with a User Account Control window inquiring [ o, ﬁ
if you want to Run the program. Select RUN or YES. GEPEGT iSO S eV e A N LD

Use of the Sottwars Licerse ||
‘Agreement hatyou may use the software on on a singl compuler sytem. You may rat |
1At SLDICesea ot Uansle the SoNMare o 1eated MAera in e o 1 3y pereon uriess
Classic Computer Systems conserts in witing

o o the safware o s
darmages and cimind posecution
Welcome o %
Welsome to the instaler for MM for Windows 2.0 “ASISS: Eatenlne: fast Lo
Itis strongly recommended that you exit all Windows programs © lagree o the tems of this license agrecment
© 1da ot ages tothe tems of tisfcense agieement

before continuing with tis istallstion

close the progiams, and run this setup sgain

Othervise. click Newt ta continue.

5. License Agreement — Accept the license agreement to
continue the installation.

S S O i s Sy

Welcome Screen — click Next to Continue.

ther ype ina

new path, o clck Change o browse for an exsting [oker.
InetalMM1 for Windows to

MM

Space requied: %SpaceRequied’
Space avalable on selected dive: XSpaceAvaieble

6. Select Install Folder — the installation program will
default to C:\AMM1Win. Itis recommended that you
leave this value alone and click Next.
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0 it ety X

Options
Select an oplion and clck Nextto continue 2

Selup has sslected the option best suted for this instalation of MM1. Ifthis s not the correct select
please select the right option and cick Next

tobe nstalled?

i
%ﬁ*

It it
folder. you can eiher lype a new nate, orselect an existing folder fom the fs.

Please select an ilem:

Shorcul Folder

Classic Computer Systems

Select Shortcut Folder — the installation program will 8. Installation Type — on this screen you VY"' select.
default to Classic Computer Systems, this is the between Brand New, and Update Previous Version.
recommended value. Click Next to continue. The program will default to Brand New unless it finds a

version of MM1 in the folder that you selected.

a. Brand New will delete any information found in
the install folder.
b. Update Previous Version will replace the

program files and update the data found.

Because this is a new install, Select Brand New. Once
you have made your decision, click Next to continue.

Caw 5 [ e

9. Company Installation — on this screen you will need to
select your company affiliation. Once you have made
that click Next to continue.
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08 sl Saty [x]

P | Op
Select the opiions you want and cick Net to continue 2

‘Would you ke to nstalthe CDL at this time?

] tnstal COL

Note: You may select s many opians as you wanl.

12. Install CDL — on this screen you can determine whether
you would like to install the CDL. In most cases the

10. Ready to Install — this screen gives you one last chance
default is what you want to do.

to go back and make any necessary changes before
installing the files. Click Next to continue.

Installation Successful
The MM1 for Windons 26,0 insallon i complete.

Thank you for choosing MM1 for Windows!

Please cick Firish o exit i instaer,

13. Finished — Congratulations the installation is complete.
Click Finished, depending on your particular installation
a few screens might open after this one. Just follow the
on screen instructions.

11. Installing Files — This screen appears to show the
progress of the installation.
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Hardlock Installation:

The hardlock is a device that plugs into the USB port of your
computer and is necessary to run the MM1 program. This lock
(also referred to as a key) is a copy protection device that we
issue and is unique to your software program. Do not lose the
hardlock key. Issuing a new key will require replacement
costs and deposits. The installation instructions are as follows:

H.hl

Plug the key (Hardlock) in to an open USB port on your computer,
because the key is fragile placement is crucial you will want to
select a port that leaves space for the key to extend out. When
transporting your computer, it is best to remove the key from the
machine and place it in a safe location.

11
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Section 2

SECTION 2 — Basic MM1 Usage

Starting MM1:

When starting MM1 for the first time, the program will setup some
initial settings and file structures. This setup will be preformed
through several startup screens.

. Reindex Files — this action will create the indices
that the program needs based on the initial
information provided.

. No Data Found - this screen is inquiring if you
are new dealer or an existing dealer. This screen
provides a way for you to restore your information
into the program if your are an existing dealer.

. Access Code — before you can enter the program
you must provide an access code.

. Reset Date File — This screen proceeds the
Change Dates window. This one informs you that
your date file needs to be reset.

. Change Dates — this screen provides you with a
way to set the initial dates for the MM1 Program.

. MM1 Update Program — this is an external
program that checks to see if your MM1 system is
up to date.

All of these screens appear on a normal initial setup, of the above
screens, Access Code is the only one that you might run into on a
monthly basis. This depends on if you use Maintain Access
Codes or not.

13
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Quick Start Guide:

Now you are ready to customize MM1 to fit your needs. Please
refer to Section 3 for customization of your software. The
following items are the bare minimum needed to get started using
the MM1 System, with that in mind you need to:

. Setup your Personal Information

. Setup your Business Information

. Setup the Invoice and Report Printer
. Create one Tax Area

. Add one Stop

. Add one Customer

14
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Backup and Restore Procedure:

Your data is the most important part of the MM1 system, you have
an investment to protect. You have all your accounts and all your
business on the computers hard drive. You must keep the data
backed up at all times. This means that you should keep several
backup copies of all your data up to date at least once a week if not
once a day.

The backup program can be accessed from inside the MM1
program on the main window, by going to the File menu. Then
going to the Backup/Restore menu Iltem or by clicking on the button
at the bottom of the window labeled “[F12] Backup/Restore”. The
Backup program is also accessible from the desktop icon “MM1
Backup for Windows”.

A word of warning about backups. Familiarize yourself with the
backup procedure for your machine and do your backups regularly.
The general rule is to assume that the hard drive is going to fail at
the worst time. Then figure out how much re-construction you will
be willing to do to bring your data back. If you would not mind re-
entering a weeks worth of data then do your backups once a week.

Backup Media:

There are a few different types of media (storage devices) that you
can use to backup with.

. Flash Drive (Memory Stick, Portable Travel Drive, Pen
Drive, etc.) These would be the preferred media. They
are available in several sizes. They are priced within
reason, so they are easy to duplicate.

. External Hard Drives — These can be used to store data,
are easy to use like the Flash Drive, but are bulky and tend
to be higher in price.

15
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Backup Procedure:

o i Bagic iy A=
i BackupData | | BackupMM1Data

| —— e i
Restore Data
i ¥ Deiiite sk Backup
Backup Name. ‘Standald Mame [ex. MM1Back) ﬂ

Backup To: [G:

Y e r—
4 Options

Y e —
] [Esc] Clase:

T

M1 Backup. the program is designed to use external storage devices, CDs/DVDs are classified as
external storage, this program will not use them directly. For best results memary sticks are
recommended. these are smal pieces of hardware that plug into the LUSE port on your computer.

When you open the Backup/Restore window it defaults to Backup
Data. Here you have two backup options:

. Overwrite Disk — This check box determines whether to
erase the backup media before starting the backup, or
generating an error if the media has information on it..

. Backup To — This is the drive and/or path that your data
will be stored on. There are two ways to change this
value. The first just type in the value. The second, by
clicking the button labeled “[Alt B] Browse”, and select the
location you want to backup to. If the path is invalid the
background will turn red.

Once you are satisfied with the option click the button labeled
“Backup”. The screen will change to show the progress of the
backup. If there are any errors the status window will display what
happened.

16
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Common Backup Mistakes:
1. Clicking the Backup button twice, this will start the backup
and immediately cancel the process.
2. Clicking the Backup button and receiving the message

“Invalid Path, Destination”, the Backup To path does not
point to a valid location. Reselect the destination to
backup to.

3. Choosing a Backup path on your hard drive, this one is
the easiest to over look. The backup program will finish
like usual, but your backup media does not have a current
backup on it. Always check the Backup To path that it
points to your media.

Restore Procedure:

A L] A=
l\w Restore MM1 Data
Backup Mame: | Choose from 5 list =l e
S ———
i Fiestore Data estare
® Restore Fram: |H;\

[ANB]Browse Canfiguration Files

. - I Restore configuration files
— Backup Filenarne: ([ hk1Back, Zip
] Options This oplion will restore any configuration
h files found. Only use this option if you are
installing & new computer ar need to move

T —.
4 [Esc] Clase MM Settings.

Mtd1 Backup, the program is designed ta use esternal storage devices, CDs/DVDs are classified as
exteinal storage, this progiam will not use hem diectly, For best resuits memory sticks are
recommended, these are small pieces of hardware that plug into the USE port on your computer,

When you open the Backup/Restore window it will default to
Backup Data, click the button on the left hand side Restore Data.
Here you have two options:

. Restore From — This is the drive and/or path that your

17
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data will be restore from. There are two ways to change
this value. The first, type in the value. The second, by
clicking the button labeled “[Alt B] Browse”, and select the
location you want to restore from. If the path is invalid the
background will turn red. Below the browse button a text
message will display Invalid Path.

. Restore Configuration files — This option will restore any
configuration files found. Only use this option if you are
installing a new computer or need to move the MM1
Settings.

Once you have the options on this screen set properly, click the
button labeled “Restore”. The screen will change to show the
progress. If there are any errors encountered during the process
they will be displayed in the status window below the progress
bar.

Common Restore Mistakes:

1. Clicking the Restore button twice, this will start the restore
process and immediately cancel the process.
2. Clicking the Restore button and receiving the message

“Invalid Path, Destination”, the Restore From path does
not point to a valid location. Reselect the destination to
restore from.

Backup Options:

The backup program supplies you with an options section, where
you can customize the behavior of the backup program. Here are
a list of the available options:

. Warn before overwriting the contents of a disk — This

option determines if the program will warn you before
erasing the contents of the backup media.

18
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SECTION 3 — Customizing MM1

MM1 Customization Screen:

As with any business, there are certain things that remain the
same and others that differentiate your business from the next
business. Customization is where you can make MM1 your own.
Starting with your business name and contact information and the
way you run your inventory (physical or cash). To customize
MM1, proceed to the Utilities menu, Setup, Customize.

Note: You can also access the MM 1 Setup from the main
screen button on the lower set of buttons left column.

The customization section is divided into categories with sub-
categories under each; Dealer Setup, POS (Point of Sale),
Reporting, Inventory Options, Hardware Options, Misc Options,
and Security Settings. There is also a button on the upper right for
Email Setup.

This section of the manual will explain each option in more detail.

Section 3

W e will start with the first category.

Dealer:

Personal Information:

B MM1 Customization

- —— oo o ]

Dealer
Personal Information
Business Information
v Tax Options
w..DM Options
POS
Invoicing
I Printout Settings
Credit Card Settings
Reporting
- DailyfWeekly Options
Work Sheet Options
Inventory Options
Hardware Options
- Printer Settings
-...Tablet Settings
Misc Options
Misc Options 1
| Misc Options 2
.. Button Setup
w. Program Links

Custom Message
| |Becurity setings

P

Dealer Name: ‘Elassn: Taoks

Address: |P.0, Box 72938
City: [Rosele State: ’H._ Zip: ,W [t E] Email Setup
Work: ’m Bxt |
Fax: ’W Ext: ’—
Other [ Ba

Email: ‘suupull@mob\\eluu\managev com

WebSite: ‘www mebiletooimanager. com

[F10] Save Settings

[Es<] Cancel

Dealer Setup —

Is just that who are you and how can

Personal Information the customer contact you. This

information will print on the top of your
invoices and some of your reports.
Enter this information how you would
like to see it printed.

20
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& VML Customization I 0 o o[

B

Dealer
Personal Information Dealer Number.
. Busi Inf i

Tax Options

: EE=]
i...DM Options [k E] Email Setup
POS

i Invoicing
|| i Printout Settings
| i--Credit Card Settings
Reporting
i Daily/Weekly Options
i Wark Sheet Options

::vedmury %plifms # Work Days: Weekly TP Turn:
ardware Options
- Printer Settings b ¥
i Tablet Settings
Misc Options Service XCR
i Misc Options 1 Charge: Charge:
| i~ Misc Options 2 ‘
;- Button Setup 10500 21000
iw.Program Links
i~ Custom Message ACE Tools Acct: Medco Tools Acct
|| [Becurity Setings [ccsace [CCSMED
[F10] Save Settings
ISN Acct #
I CCSISN [Esc] Cancel

Dealer Setup — Business Information

Dealer Number Dealer number is your identification
number with your warehouse or

company.

# Work Days This option determines how many
days of the week to display for your
route.

Weekly TP Turn This is a goal setting, it will be

compared on the Weekly Report.

21
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Dealer Setup — Business Information

Service Charge

This is the percent to charge the
customer account as a fee. This
Service Charge has a user-definable
name see Other Charge under
Custom Messages. For the usage of
this percent see Add Charge to All
Accounts and Service Charge Alt-l on
Generate Invoices.

XCR Charge

This percentage is charged to XCR
accounts. For usage see Service
Charge Alt-S on Generate Invoices.

ACE Tools Acct:

This is your account number with this
tool company. This number is used
to order from them and will be sent
with electronic orders or used to track
purchase acknowledgments.

Medco Tools Acct:

This is your account number with this
tool company. This number is used
to order from them and will be sent
with electronic orders or used to track
purchase acknowledgments.

ISN Acct # This is your account number with this
tool company. This number is used
to order from them and will be sent
with electronic orders or used to track
purchase acknowledgments.

22




B MM1 Customization

Section 3

B e | B ]

Dealer
Personal Information
Business Information
o Tax Options
DM Options
POS
v MWD CING
Printout Settings
Credit Card Settings
Reporting
Daily/Weekly Options
‘Work Sheet Options
Inventory Options
Hardware Options
- Printer Settings
w. Tablet Settings
Misc Options
~-Misc Options 1
Misc Options 2
Bution Setup
- Program Links
Custom Message
Security Settings

Tax Options

[ Combine Tax Dollars on Tax Report
v Show Tax Dollar Break Down

UserDefined Tex 1: [Couny
UserDefined Tax 2: [logal
User Defined Tex3: [Grner

A E] Emai Setup

[F10] Save Setings

[Esc] Cancel

Dealer Setup - Tax Options

Section 3

Dealer Setup - Tax Options

Option

Default Value

Description

Option

Default Value | Description

Combine Tax Dollars
on Tax Report

Unchecked
(Off)

This setting
determines when
printing the Tax
Liability Report, if the
totals will include the
tax amount displayed
in the tax column.

Unchecked = Total
Sales, Total
Collected do not
include the amount in
the tax column.

Ex. Total Sales = 10,
Tax =1, Tax% = 10%

Show Tax Dollar Break
Down

Unchecked
(Off)

This setting allows
you to show the
breakdown of
different tax areas.
Ex. State = 5%,
County = 1.2%, Local
= 2%, Other = 0%
Tax Area = 8.2%

Unchecked = Set this
way only lets you
enter the whole tax
rate of 8.2%

Checked = Set this
way allows you to
enter the tax
breakdown.

User Defined Tax 1

Def = County

User Defined Tax 2

Def = Local

User Defined Tax 3

Def = Other

These fields allow
you to enter custom
names for the tax
break down, you
have up to four taxes
with one tax area.
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Section 3 Section 3

The next category. POS - Invoicing
POS (Point of Sale): Option Default Value | Description
Invoicing:
Ask to Reorder Checked This value
ustomization e R HREE X . .
MM O . : Customer BO/Needs (On) determines if the
Dealer creen e H
"'PE@D"ﬂ' |“fﬂ’mﬂ‘iﬂn ¥ Ask to Reorder Customer BO/Needs SySte m WI" sto p an d
T:gﬁfﬂ'ﬂ";“”"ﬂ"“" ¥ Defaultto Quantity of 1 on Invaicing — ask you to order
DM Options I¥ Save Last invoice print answer A1t E] Email Setup H H
¥ Amount tendered on cash tickets = Ite ms When Creatlng
[ I” Trade-In items as taxable a cu Stom er baCk
| Credit Card Settings ¥ Defaultto search customer by stop o) rd erorn eed
| Rna:purling [ Stop on order column for input '

- DailyfWeekly Options
“.-Work Sheet Options
Inventary Options ™ Skip over Pay On Other Accounts Unchecked = will

Hardware Options [~ Automatically Load Edit Terms Window on Non-Zero Total .
. Printer Setings increment the on-
Tablet Settings

I¥ Disable out of stock warning

¥ Warning if making a negative payment

Misc Options " Automatically load the last saved IIP for selected customer (o] rd er num be r by th e
- Misc Options 1 .
| Misc Options 2 | number of items sold.
Button Setup
Number Weeks TP T
Program Links umber yeeks arm

- Custom Message Minimum Suggested
Security Settings

5 0
E o Checked = will
Large Payment Warning: ’W [F10] Save Settings | dISplay a reorder
Max Tax Amt (AK Only): $0.00 i
s .prom.pt every time an
| | item is placed on
BO/Need.

NOTE: If Automatic
Inventory Reorder is
ON, this option is
ignored.
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Section 3

Section 3

POS - Invoicing

POS - Invoicing

Option

Default Value

Description

Option

Default Value

Description

Default to Quantity of 1
on Invoicing

Checked
(On)

This function
determines if the
system will default
the quantity on each
line item to 1.

Unchecked = Manual
entry of the item
quantity.

Checked =1 is
Automatically entered
in the quantity field.

Save Last invoice print
answer

Unchecked
(Off)

This setting
determines if the
system remembers
the last print answer
and defaults to that
for the next time
when printing
invoices.

Unchecked = The
default button is yes.

Checked = The
default button is the
same as the last print
answer.

Amount tendered on
cash tickets

Checked
(On)

This setting
determines if the
system will ask for
the amount tendered
on cash tickets.
These are tickets for
customers that do not
have an accountin
the system.

Unchecked = The
amount tendered
defaults to the
invoice total.

Checked = Allows
you to enter the
amount you were
handed.
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Trade-In items as
taxable

Unchecked
(Off)

This setting
determines if the
system will tax trade-
in items.

Unchecked = Trade-
in items are not taxed
on the invoice.

Checked = Trade-in
items are taxed on
the invoice.
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Section 3

POS - Invoicing

Option Default Value | Description
Default to search Checked This setting
customer by stop (On) determines if the

system will display
the Stop Lookup by
default when entering
Generate Invoices.

Unchecked =
Generate Invoices
opens to an empty
invoicing screen.

Checked = Stop
Lookup displays
when Generate
Invoices opens and
keeps track of your
progress on the
route.
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Section 3

POS - Invoicing

Option Default Value | Description
Stop on order column Checked This setting
for input (On) determines if the

system will stop on
the on-order column
on Generate
Invoices.

Unchecked = When
entering items, the
program will skip this
column to speed up
entry. This option is
usually used in
conjunction with
Default to Quantity of
1 on Invoicing.

Checked = When
entering items, the
program will stop on
the on order column.
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Section 3

POS - Invoicing

Option Default Value | Description
Disable out of stock Unchecked This setting
warning (Off) determines if the

system will display a
warning if the in stock
quantity for the item
is below the amount
on the invoice.

Unchecked = If an
item’s in stock
quantity is below the
selling quantity, a
message will be
displayed.

Checked = The
warning message is
suppressed.
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Section 3

POS - Invoicing

Option Default Value | Description
Skip over Pay On Unchecked This setting
Other Accounts (Off) determines if the

system will stop on
the Pay on Other
Accounts button.

Unchecked = On the
Complete
Transaction screen,
the program will cycle
through the Pay On
Other Accounts
button.

Checked = The Pay
On Other Accounts
button will be skipped
by default.
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Section 3

POS - Invoicing

Section 3

POS - Invoicing

Option Default Value | Description
Automatically Load Edit | Checked This setting
Terms Window on Non- | (On) determines if the

Zero Total

system will display
the Edit Terms
window on Time Pay
invoices that have a
sale that increases
the customers
balance.

Unchecked = The
Edit Terms window
has to be manually
loaded if needed.

Checked = This
screen automatically
loads when
completing a Time
Pay invoice with a
sale greater than
zero.

Option Default Value | Description
W arning if Making a Checked This setting
negative payment (On) determines if the

system will display a
message if the
payment amount is
negative (less than
zero).

Unchecked = The
message window is
disabled.

Checked = The
message window
displays if the
payment is less than
zero.
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Section 3

POS - Invoicing

Option Default Value | Description
Automatically load the Unchecked This setting
last saved IIP for (Off) determines if a

selected customer

customer with a
saved IIP (invoice in
Progress) will
automatically load the
last saved IIP when
the customer is
selected.

Unchecked = The IIP
will not automatically
load, but you can still
bring the IIP’s up for
the customer using
the IIP button.

Checked = The last
IIP will be
automatically loaded
when you select that
customer.
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Section 3

POS - Invoicing

Option

Default Value

Description

Number Weeks TP
Turn

Def=0

This is the default TP
Turn for new
customer accounts.
The turn is used to
calculate the
suggested payment
on Time Pay
accounts. To disable
the suggested
payment calculation
enter 0.

Minimum Suggested
Payment

Def = $0.00

This figure will be the
minimum dollar
amount that the
system will suggest
for minimum payment
regardless of the
turn.

Large Payment
W arning

Def =
$100.00

This setting will alert
you when receiving a
payment larger than
the figure entered.
To disable this alert
enter 0.

Maximum Tax Amount

Def = $0.00

This setting limits the
maximum amount of
tax charged on an
individual invoice.
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POS (Point of Sale):
Printout Settings:

B MM1 Customization

Section 3

b | B |

Dealer
Personal Information
~-Business Information
.. Tax Options
DM Options
POS
w- INvoicing
I Printout Settings
| Credit Card Settings
Reporting
-.. Dailyf¥weekly Options
Work Sheet Options
Inventory Options
Hardware Options
Printer Settings
Tablet Settings
Misc Options
w-Misc Options 1
| Misc Options 2
Button Setup
- Program Links
Custom Message
Security Settings

Print Settings

¥ Next Weeks Payment on Invoice

¥ Show Customer Payment Information on Invoice

¥ Open Account balance Info on Invoice

¥ Print Account type on Invoice

[" Dealer Info on 2nd copy of 12 page Invoice

¥ Printterms on Invoice
¥ Show Promo savings on Invoice

i Balance Info on lIP's

# Blank lines on top of invoice: 3

Lines to advance on 40 col Inv: 12

Non 1/4 Page Invoice Copies: ’m

A1t E] Email Setup

[F10] Save Settings

[Esc] Cancel
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Section 3

POS - Printout Settings

Option Default Value | Description
Next Weeks Payment Checked This setting
on Invoice (On) determines if the

system will print the
next weeks payment
on the invoice for
Time Pay and XCR
accounts.

Unchecked = The
Next Weeks Payment
will not print on the
invoice.

Checked = The Next
Weeks Payment will
print on the lower left
hand side of the
invoice.
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Section 3

Section 3

POS - Printout Settings

POS - Printout Settings

Option

Default Value

Description

Option Default Value | Description
Show Customer Checked This setting
Payment Information (On) determines if the

on Invoice

system will break
down the customer’s
payment information
on the invoice. This
option is only
available when Next
Weeks Payment on
Invoice is turned On.
This option is only
available on 1/4 page
invoices.

Unchecked = The
customer payment
information is
omitted.

Checked = The
suggested payment
and past due amount
is displayed on the
invoice.
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Open account balance
Info on Invoice

Unchecked
(Off)

This setting
determines if the
system will print
balance and payment
information at the
bottom of Open
account invoices.

Unchecked = This
information is
omitted.

Checked = The Open
invoice resembles an
invoice for Time Pay
accounts.

Print Account type on
Invoice

Checked
(On)

This setting
determines if the
system will print the
account type on the
invoice.

Unchecked = The
account type is
omitted.

Checked = The
account type is
printed in brackets
near the customer
name.
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Section 3

Section 3

POS - Printout Settings

POS - Printout Settings

Option Default Value | Description
Dealer Info on 2™ copy | Unchecked This setting
of 1/4 page Invoice (Off) determines if the

system will print the
dealer information at
the top of the second
invoice (right hand
copy/Dealers copy).
This is only for
quarter page
invoices.

Unchecked = The
dealer information is
not printed on the
second copy of the
invoice.

Checked = The
dealer information is
printed on the second
copy, giving identical

Option Default Value | Description
Print terms on Invoice Checked This setting
(On) determines if the

system will print the
terms and condition
of sale at the bottom
of the invoice. This is
for Half Page, Whole
Page, and Full Page
Invoices only.

Unchecked = The
terms and condition
of sale will not print
on the invoice.

Checked = The terms
and condition of sale
printimmediately
after the invoice at
the bottom.

invoices.
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Section 3

Section 3

POS - Printout Settings

POS - Printout Settings

Option

Default Value

Description

Option Default Value | Description
Show Promo savings Checked This setting
on Invoice (On) determines if the

system will print the
regular price on a
promotional item
displaying the
savings to the
customer.

Unchecked = The
promo price prints in
the price column and
the extended price
column.

Checked = The
regular price prints in
the price column and
the promo price is
used for the
extended price
column.
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Balance Info on IIP’s

Checked
(On)

This setting
determines if the
customer’s
information is printed
on the bottom of an
IIP (Invoice In
Progress).

Unchecked = The
customer information
is omitted, showing
only the Subtotal,
Tax and Total.

Checked = The
customer information
is displayed below
the Total line on the
invoice.

# Blank lines on top of
invoice

Def=3

This setting
determines how
many blank lines to
leave at the top of
and invoice. This is
mostly used to align
the invoice on the

page.
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Section 3 Section 3

POS - Printout Settings

o o

B MM1 Customization

Credit Card Processing

Dealer
: ¥ Use Integrated Credit Card Processing

i....Personal Information

- Business Information & Use Open Edge Pay

i ipti | Tax Optians
Option Default Value | Description Lo nioe: A P Tl
POS |
. . . Lo Invoicin
Lines to advance on 40 | Def=12 This setting [ F-Prntout Satings
. . | Credit Card Settings Click here for Open Edge Pay Token Dispenser
col Invoice determines how f[reporina o - Doy
i Daily/Weekly Options
much blank space to o Work Shaet Optons Open Edge Pay Token
ventory Oplions ot |
Hardware Options
!eav_e at the.top of the o Seina o
invoice. This only i
applies to 40 col | Il Acseptor: | I
invoices. g"l:;'na?&l:ks Term 1D: [0001 el Check
I . : C""S'“’", Message [~ Print Separate Credit Card Receipts
ecurity Settings
. . . Save Last 'Check here to Mark as held in Batch' checkbox '
Non 1/4 Page Invoice Def=2 This settmg setting on Credit Card Transaction Screen AT
. . . v Default for Saved Cards is Checked
copies Copies determines how  New Gards Get Added 10 The Top Of Saved Carda -

many copies will print
out on Full Page or
40 column receipts
when completing the
invoice. You have a
choice between 1

and 2 copies.

POS (Point of Sale):
Credit Card Settings:

POS - Credit Card Settings

Option Default Value | Description
Use Integrated Credit Unchecked These settings are
Card Processing (Off) covered in Section 9:
Integrated Credit
Use Open Edge Pay Unchecked Card Processing.
(Off)
Open Edge Pay Token empty
Use Vantiv Unchecked
(Off)
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Section 3

POS - Credit Card Settings

Option Default Value

Description

Vantiv Pay Token empty

Print Separate Credit Unchecked
Card Receipts (Off)

Save Last “Check here Unchecked
to Mark as held in (Off)
Batch” checkbox
setting on Credit Card
Transaction Screen

Default for Saved Checked
Cards is Checked (On)

New Cards Get Added Unchecked
to The Top Of Saved (Off)
Cards
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Section 3

Reporting:
Daily/Weekly Options:

B MM1 Customization

3 i o |

Dealer DailyfWeekly Options

- Pergonal Information
Business Information

Tax Options
— DM Options ¥ Starting Balance tickets on Daily
- Invoicing ™ Profit column on Daily/Weekly
| Printout Settings I” Expense report on Weekly
l - -~ Credit Card Settings I~ Non-Paying customers on Weekly
eporting )
| W) aily/Weekly Options [” Non-Paying customers on Daily
Work Sheet Options v Active accounts based on last 45 days

Inventory Options
Hardware Options
Printer Settings
- Tablet Settings
Misc Options
- Misc Options 1
| Misc Options 2
- Button Setup
Program Links
. Custom Message
Security Settings

[Ak E] Email Setup

[F10] Save Setiings
—

[Esc] Cancel
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Section 3

Reporting — Daily/W eekly Options

Option Default Value | Description
Starting Balance tickets | Checked This setting
on Daily (On) determines if starting

balance (new
accounts) invoices
will print on the daily
report. These
invoices will not
reflect in your totals.

Unchecked = Starting
balance invoices will
be omitted from the
invoice listing.

Checked = Starting
balance invoices will
print with the
invoices.

49

Section 3

Reporting — Daily/W eekly Options

Option

Default Value

Description

Profit Column on
Daily/W eekly

Unchecked
(Off)

This setting
determines if the
profit column prints
on the Daily and

W eekly reports.

Unchecked = The
profit column is
omitted from the
Daily/W eekly report.

Checked = The profit
column is printed on
the Daily/W eekly
report.

Expense report on
Weekly

Unchecked
(Off)

This setting
determines if the
Expense report will
print with the weekly
report.

Unchecked = The
expense report is not
included in the
weekly reports.

Checked = The
expense report prints
with the weekly
reports.
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Section 3

Section 3

Reporting — Daily/W eekly Options

Reporting — Daily/W eekly Options

Option Default Value | Description
Non-Paying customers Checked This setting
on Weekly (On) determines if the

Non-Paying customer
report prints with the
weekly reports.

Unchecked = The
Non-Paying
Customers report is
not printed with the
weekly reports.

Checked = The Non-
Paying Customers
report prints with the
weekly reports.

Option Default Value | Description
Non-Paying customers Checked This setting
on Daily (On) determines if the

Non-Paying customer
report prints with the
daily reports.

Unchecked = The
Non-Paying
Customers report is
not printed with the
daily reports.

Checked = The Non-
Paying Customers
report prints with the
daily reports.
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Section 3

Reporting — Daily/W eekly Options

Option Default Value

Description

Active accounts based Checked
on last 45 days (On)

This setting
determines whether
the system counts all
accounts labeled as
active or labeled as
active with activity
within the last 45
days on the weekly
report.

Unchecked =
Processes all
accounts labeled as
Active.

Checked =
Processes only
Active accounts with
activity within the last
45 days.

53

Section 3

Reporting:
Worksheet Options:

¥ VML Customization

i e

Dealer Work Sheet Options

Personal Information
---Business Information

Tax Options
Sl DM Options ¥ Customer's Phone #'s on Work Sheet
Invaicing ¥ Print BO's on Work Sheet
| .. Printout Settings [ Print Need's on Work Sheet
| | --CreditCard Settings ¥ Stop address on Work Sheet
| Reporting
v 'Movedin' Customers on Work Sheet

- DailyfWeekly Options
‘Work Sheet Options
Inventory Options
Hardware Options
Printer Settings

= --Tﬂplel Setlings # Lines on Stop Only Worksheet:
Misc Options

Misc Options 1 ’h
| ---Misc Options 2
Button Setup
Program Links
-~ Custom Message
Security Settings

<l

Print Birthday warning on Work Sheet
Print Promo Info and BO/Need Items

<

[4t E] Emal Setup

[F10] Save Seitings
e ——

[Esc] Cancel
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Section 3

Reporting — Work Sheet Options

Section 3

Reporting — Work Sheet Options

Option Default Value | Description
Customer’s Phone #’s Checked This setting
on Work Sheet (On) determines if the

customer’s phone
number prints on the
work sheet.

Unchecked = The
customer phone
number is omitted
from the report.

Checked = The
customer phone
number prints on the
report.

Description

55

Option Default Value
Print BOs on Work Checked
Sheet (On)

Print Needs on Work Checked
Sheet (On)

These setting
determines if
BO/Needs print on
the work sheet. The
BO/Needs print on
separate lines on the
report.

Unchecked = The
BO/Needs will not
print on the work
sheet.

Checked = the
BO/Needs print
under the customer
that requested those
items.
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Section 3

Reporting — Work Sheet Options

Section 3

Reporting — Work Sheet Options

Option Default Value | Description

Stop Address on Work Checked This setting

Sheet (On) determines if the stop
address prints on the
work sheet.
Unchecked = The
stop address is not
printed on the
worksheet.
Checked = The stop
address is displayed
on the worksheet
right after the phone
number.

‘MovedIn’ Customers Checked This setting

on Work Sheet (On) determines if the

system will print
‘MovedIn’ customers
on the worksheet.

Unchecked =
‘MovedIn’ customers
are not printed on the
worksheet.

Checked = ‘MovedIn’
customers are
printed on the
worksheet.

Option Default Value | Description
Print Birthday warning Checked This setting
on Work Sheet (On) determines if the

system will print a
birthday warning on
the work sheet.

Unchecked = The
customer’s birthday
is ignored on the print
out.

Checked = If the
customer’s birthday
falls within the
established Birthday
Window, the system
will print a message
alerting the dealer of
the customer’s
birthday.
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Section 3

Section 3

Reporting — Work Sheet Options

Reporting — Work Sheet Options

Option

Default Value

Description

Option Default Value | Description
Print Promo Info on Checked This setting
BO/Need ltems (On) determines if the

system will print
promo prices for
BO/Need items on
the work sheet. This
option only applies if
Print BOs on Work
Sheet and/or Print
Needs on Work
Sheet is activated.

Unchecked = If
BO/Need items print
on the work sheet,
the regular price is
displayed.

Checked = If
BO/Need Items print
on the work sheet,
the promo start and
end dates along with
the promo price is
displayed.

# Lines on Stop Only
Work Sheet

Def = 1 Line

This setting
determines how
many lines of detail
on the stop only work
sheet. You have a
choice between 1
and 2 lines of
information.
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Inventory Options:

B M1 Customization

Section 3

C=mpm X

Inventory Options

Dealer
Personal Information ¥ Use Inventory Control
+-Business Information & -
i Options v Allow Negative Inventory Quantities
i...DM Options ¥ Calculate Negative Inventory
POS ¥ Automatic Inventory Reorder
i Invoicing
Il e i 2
:-Printout Settings
[ i....Credit Card Settings i Defaultto Promo Prices
|| |Reporting [~ Warning if BO/Need Price Changes

- DailyfWeekly Options
Work Sheet Options
Inventory Options 2
Hardware Options
i Printer Settings
t... Tablet Settings
Misc Options
{--Misc Options 1
| Misc Options 2
{.-.Button Setup
Program Links
t...Custom Message
Security Settings

¥ Warning if Selling a BO/Need ltem

Count Physical Temp ltems as Inventory Sales

Global Price Increase:

o0 [ Include Promo Prices

[fslt E] Email $etup

[F10] Save Seltings

[Esc] Cancel
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Section 3

Inventory Options

Option Default Value | Description
Use Inventory Control Checked This setting
(On) determines if the

system tracks
physical inventory
numbers.

Unchecked =
Inventory Control is
turned off, the system
will not update in
stock values. You
are running based on
cash value.

Checked = The
system updates the
in stock values, when
ever one is sold or
received.

62




Section 3

Section 3

Inventory Options

Inventory Options

Option

Default Value

Description

Option Default Value | Description
Allow Negative Checked This setting
Inventory Quantities (On) determines if the

system will allow in
stock quantities to go
negative. This is
useful when selling
an item you
physically have on
hand but have not
received the order
yet.

Unchecked = In
Stock quantities will
not fall below zero.

Checked = In Stock
quantities can go
negative if
necessary.

Calculate Negative
Inventory

Checked
(On)

This setting
determines if the
system will calculate
negative in stock
values in with the
inventory value.

Unchecked =
Negative in stock
values will not effect
the inventory value.

Checked = Negative
in stock values will
reduce the inventory
value.
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Automatic Inventory
Reorder

Checked
(On)

This setting
determines if the
system will
automatically reorder
an item when it is
sold.

Unchecked = The
system will not
automatically reorder
items.

Checked = The

system will increase
the on order amount
by the quantity sold.
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Section 3

Inventory Options

Option Default Value | Description
Keep Received Order Checked Disabled feature.
History (On)
Default to Promo Prices | Unchecked This setting
(Off) determines if the

system will use the
promo price on the
invoice by default or
the regular price.

Unchecked = The
regular price will be
displayed on the
screen, it can be
changed after
loading.

Checked = The
promo price will be
displayed if the
system date falls
within the promo
dates for the item.
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Section 3

Inventory Options

Option Default Value | Description
Warning if BO/Need Checked This setting
price changes (On) determines if the

system alerts the
user if the price has
changed on a
BO/Need item when
it is loaded on the
screen.

Unchecked = No
warning message will
appear.

Checked = If the
price on a BO/Need
item has changed the
program will display a
warning box.
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Section 3

Inventory Options

Option Default Value | Description
W arning if Selling a Checked This setting
BO/Need Item (On) determines if the

system alerts the
user if they are about
to sell an item that is
on BO/Need for
another customer.

Unchecked = No
warning message will
appear.

Checked = At the
time the items is
placed on the invoice
a warning message
will display if this item
is on BO/Need for
someone else.
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Section 3

Inventory Options

Option

Default Value

Description

Count Physical temp
Items as Inventory
Sales

Checked
(On)

This setting
determines if the
system counts
physical temp items
in with inventory
sales.

Unchecked =
Physical temp items
are ignore on the
weekly closeout.

Checked = Physical
temp items are
included on the
weekly closeout
report.

Global Price Increase

Def=0

This setting allows
you to enter a price
increase modifier to
automatically raise
the list price of all the
items in your
inventory. Once set,
the modifier will
calculate the price
based on the original
price in your
inventory file.
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Section 3

Section 3

Inventory Options

Hardware Options:
Printer Settings:

Option Default Value | Description
Include Promo Prices Unchecked This setting
(Off) determines if the

global price increase
modifies items that
are on Promo.

Unchecked =

Promotional items
display the promo
price unmodified.

Checked =
Promotional items
display the promo
price with the
modifier.

B MM1 Customization

| ——

(C=Rren X

Dealer
---Parsonal Information
Business Information
Tax Options
~ DM Options
POS
Invoicing
I - Printout Settings
Credit Card Settings
Reporting
Daily/Weekly Options
Work Sheet Options
Inventory Options
Hardware Options
- Tablet Settings
Misc Options
- Misc Options 1
|| Misc Options 2
Button Setup
- Program Links
Custom Message
Security Settings

Printer Setup

Invoice Printer Setup

Select Printer

Selected Printer: |HP55C634 (HP Officejet 6500

Invoice Type: W

Report Printer Setup

Selected Printer: ‘HP LaserJet 2300 Series PCL 5

‘ Select Printer

[F10] Save Seitings

[4lk T] Test Frinters

‘ [Es<] Cancel

Printer Settings — Invoice Printer Setup

Quarter Page

Option Default Value | Description
Selected Printer Def = Default | This setting
Printer for determines what
Computer printer the system will
use to print invoices.
Select Invoice Type Def = This setting

determines which
invoice type to use
when printing
invoices.
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Section 3

Printer Settings — Report Printer Setup

Option Default Value | Description

Currently Selected Def = Default | This setting

Printer/Select Printer Printer for determines what
Computer printer the system will

use to print reports.

Hardware Options:
Tablet Settings:

x MM1 Customization

o |- B ||

Dealer

- Parsonal Information
Business Information
ax Options
M Options

POS
“-Invoicing
- Printout Settings
Credit Card Settings
Reporting
wDaily/Weekly Options
---Yyork Sheet Options
Inventory Options
Hardware Options
.. Printer Settings
...-Tablet Settings
Misc Options
:-.-Misc Options 1
Misc Options 2
Button Setup
i~ Program Links
te.-Custom Message
Security Settings

Tablet Settings

" Use Windows Tablet Screens

I~ Print Client Invoices on This Machine.

What is the Function of this Computer:

‘Stand Alone Machine j

Change Communications
Settings

r

[&lt E] Email Setup

[F10] Save Seftings

[Esc] Cancel
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Section 3

Tablet Settings

Option Default Value | Description

Use Windows Tablet Unchecked This option

Screens (Off) determines whether
the program will use
screens designed for
smaller screen sizes,
with larger buttons to
accommodate touch
screens.

Print Client Invoices On | Unchecked This option

This Computer (Off) determines if this

computer sill have
the option to print
invoices. If you are
using a tablet in the
shop without a printer
attached you will not
want to print invoices
until after you sync
with the server on the
truck.

What is the Function of
this Computer

Choose one
of the three

This setting
determines how this

following. computer will function
in tablet mode.

Stand Alone This computer does

Machine not transmit data to

any other computer.
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Section 3

Tablet Settings

Option Default Value | Description
Server: This computer holds
Finalizes all all of the data and is
Data the master storage
Changes device.
Client: Sends | This computer has
Changes to limited functionality,
the Server and only contains
functions associated
with selling. Printing
is unavailable this
function is reserved
for the Server.
Change Button This button opens the
Communications Choice communications
Settings program to the setup
screen.
Reindex After Unchecked This option is only
Processing Client Data (Off) available to check if

you are running this
device in Server
Mode. It initiates a
re-index of the data
after the client syncs
with it.
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Misc Options:
Misc Options 1:

& MM1 Customization

o

Dealer
- Personal Information
- Business Information
- Tax Options
DM Options
POS
Invoicing
Printout Settings
Credit Card Settings
Reporting
Daily/weekly Options
- Work Sheet Options
Inventory Options
Hardware Options
- Printer Settings
- Tablet Settings
Misc Options
Misc Options 1
Misc Options 2
Button Setup
Program Links
Custom Message
Security Settings

Miscellanous Options

v Automatic System Date
¥ Dates Out-Of-Range Reminder
v Warning Noise On

I~ Warning When Over Expense Budget

¥ Show Balance on Customer Lookup Screen

I” Require Ctrl+B to Show Balance on Customer Lookup
v Show Suggested Pay on Customer Lookup Screen
¥ Show Phone Number on Customer Lookup Screen

" Customer Lookup by Shop Sorted by Time

¥ Automatically Place Decimal Point

¥ Birthday Reminder

Birthday Window: 7

¥ Warn when selling an item with a Per Case greater than 1

¥ Scan for duplicate customers when saving

41t E] Email Setup

[F10] Save Settings

[Esc] Cancel
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Misc Options 1

Misc Options 1

Option Default Value | Description
Automatic System Date | Checked This setting
(On) determines if the

system will examine
the computer date
and set the sale date
to match if the
system date falls
within the current
week in MM1.

Unchecked = MM1
will use what ever
sale date you select
until you change it.

Checked = MM1 will
change the sale date
to match the
computer date if
possible.

Option Default Value | Description
Dates Out-Of-Range Checked This setting
Reminder (On) determines if the

system will display a
warning message if
the computer date
does not fall within
the current MM1
dates.

Unchecked = MM1
will not compare the
system date with the
current week in MM1.

Checked = MM1 will
display a warning
message if the
computer’s date is
outside of the MM1
date range.
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Misc Options 1

Misc Options 1

Option Default Value | Description
Warning Noise On Checked This setting
(On) determines if the

system will make any
warning noises
(beeps, buzzes,
wave files).

Unchecked = MM1
will not produce any
sounds, except those
that are native to
windows.

Checked = MM1 will
produce sound, in
certain areas of the
program.
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Option Default Value | Description
Warning When Over Unchecked This setting
Expense Budget (Off) determines if the

system will display a
warning message if
the expense budget
is exceeded.

Unchecked = MM1
will not display any
warning messages
about being over
budget.

Checked = MM1 will
display a warning
message if the
expense budget is
exceeded.
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Misc Options 1

Option Default Value | Description
Show Balance On Checked This setting
Customer Lookup (On) determines if the

Screen

system will display
the customer’s
balance on the
customer lookup
screen.

Unchecked = The
customer lookup
screen will not
display the
customer’s balance.

Checked = The
customer’s balance is
displayed on the
customer lookup
screen.
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Misc Options 1

Option Default Value | Description
Require Ctrl-B to Show | Unchecked This setting
Balance on Customer (Off) determines if the

Lookup

system requires the
user to press Ctrl-B
to display the
customer’s balance
on the customer
lookup screen. Show
Balance on Customer
Lookup Screen has
to be on for this
setting to have any
effect.

Unchecked = The
customer’s balance
will show if that
setting is turned on.

Checked = The
customer’s balance
will not display until
Ctrl-B is pressed.
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Misc Options 1

Section 3

Option Default Value | Description
Show Suggested Pay Checked This setting
on Customer Lookup (On) determines if the

Screen

system will display
the customer’s
suggested payment
on the customer
lookup screen.

Unchecked = The
customer lookup
screen will not
display the
suggested payment
for each customer.

Checked = The
suggested payment
will display on the
customer lookup
screen.

Misc Options 1

Option Default Value | Description
Show Phone Number Checked This setting
On Customer Lookup (On) determines if the

Screen

system will display
the customer’s phone
number on the
lookup screen.

Unchecked = Phone
Number will not
display on the
customer lookup
screen.

Checked = Phone
Number will display
on the customer
lookup screen.
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Misc Options 1

Option Default Value | Description
Customer Lookup by Unchecked This setting
Stop Sorted by Time (Off) determines if the

system will use the
time setting in each
customer’s record to
organize them in
order.

Unchecked = The
customer lookup
displays the
customers in
alphabetical order
(Last name, First
name).

Checked = The
sorted order in the
customer lookup
uses the time field +
alphabetical order
(Time, Last name,
First name)

Section 3

Misc Options 1

Option Default Value | Description

Automatically Place Checked This setting

Decimal Point (On) determines if the
system will

automatically insert
the decimal in
numeric entry fields,
or if you have to
manually enter the
decimal point.

Unchecked = The
decimal is point is not
assumed.

Checked = The
decimal pointis putin
place for you.
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Misc Options 1

Misc Options 1

Option

Default Value

Description

Birthday Warning

Checked
(On)

This setting
determines if the
system will display an
alert window if a
customer’s birthday
is within the birthday
window.

Unchecked = MM1
will not check the
customer’s birthday.

Checked = MM1 will
display an alert
window if the
customer’s birthday
is within the Birthday
Window.

Birthday Window

Def=7

This setting
determines how
close the customer’s
birthday has to be to
the current day
before a birthday
alert is displayed.
The value is plus or
minus from the
current date.

Option Default Value | Description
Warn when selling an Checked This setting
item with a Per Case (On) determines if the

greater than 1

system will display a
message letting the
user know if the item
being sold has a
quantity per case
greater than 1.
These feature helps
when determining
whether or not to
reorder the item.

Unchecked = MM1
will not display a
warning message.

Checked = A warning
message will be
displayed if the
Quantity Per Case is
greater than 1.
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Misc Options 1

Option Default Value | Description
Scan for duplicate Checked This setting
customers when saving | (On) determines if the

system will check for
duplicate customers
when you attempt to
save the customer,
ignoring linked
accounts.

Unchecked = MM1
will not check for
duplicate accounts.

Checked = Before

saving the account
MM1 will check to

see if the account

already exist.
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Misc Options:

Misc Options 2:

¥ MM1 Customization

—— = | &

Dealer
Personal Information
- Business Information
Tax Options
w.. DM Options
POS
v IMVOICING
| Printout Settings
w.Credit Card Settings
Reporting
w DailyfWeekly Options
Work Sheet Options
Inventory Options
Hardware Options
- Printer Settings
Tablet Settings
Misc Options
Misc Options 1
I - Misc Options 2
Button Setup
w- Program Links
Custom Message
Security Settings

Options 2

¢ Add Service Charge to All Accounts Type A
# Add Service Charge to All Accounts Type B

Sug % Down on Contracts:

[t}
Name Order on Statements:
Last, First =
Invoice History Lookup Order:
Ascending v

Default Payment Method:

Cash =

Physical Inventory Backup Freq:

& minutes 2

[4lt E] Email Setup

[F10] Save Settings

[Esc] Cancel

Misc Options 2

Option

Default Value

Description

Add Service Charge to
All Accounts Type A/B

Def=B

This setting
determines which
calculation the
program uses when
calculating Service
Charges (percentage
based fees). You
have a choice
between Type A and
B.
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Misc Options 2

Option

Default Value

Description

Suggested % Down on
Contracts

Def=0

This setting will
suggest a down
payment figure on a
contract sale.

Name Order on
Statements

Def = Last,
First

This setting
determines what
order the program
will display the
customer’s name on
the printed
statement. Last
name, First name or
First name Last
name.

Invoice History Lookup
Order

Def =
Ascending

This setting
determines the order
the invoice history
lookup will show on
the customer lookup
screen. Descending
from newest invoice
date to the oldest or
Ascending from
oldest invoice date to
the newest.
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Misc Options 2

Option

Default Value

Description

Default Payment
Method

Def = Cash

This setting
determines when
completing an invoice
what payment
method the program
will default to. You
can choose between
Cash, Check, Credit
Card.

Physical Inventory
Backup Freq

Def=5
Minutes

This setting
determines the
frequency of the
internal backup on
the physical inventory
screen. This screen
will attempt to make a
copy of what you
have on the screen.
This is in no way a
replacement for
manual backups.
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Misc Options:

Button Setup:

B MM1 Customization

Section 3

|
%

Dealer
Personal Information
Business Information
- Tax Options
DM Options
POS
- INvoicing
Printout Settings
- Credit Card Settings
Reporting
DailyfWeekly Options

Inventory Options
Hardware Options
- Printer Settings
- Tablet Settings
Misc Options
- Misc Options 1
~-Misc Options 2
Button Setup
- Program Links
Custom Message
Security Settings

Button Setup

Select Button Style to use:
Gradient Style Buttons

Silver

--\Work Sheet Options Buttons by Theme

‘windows %P Office 2003 Office 2007 Wista Sunrise
Blug. Blue Blue.

lue

Wwindows XP Difice 2003

Olive:

[
i
i |

Slate
[AItE] Emal Setup

Olive.

Office 2007 Wista Sunrise
Olive. Olive

“wlindows XP Oifice 2003 Office 2007 “Wista Sunrise
Silver Silver Sikver Silver

“witdows 5P Office 2003 Office 2007 “Wista Sunrise

Royal

la

@ @
8
=

——
Windaws XP Office 2003 Difice 2007 Vista Sunriss
Black Black Black
[Esc] Cancel

Ryl Foyal I
e G5 e [F10] Save Seiings

B

Button Setup

Select Button Style To
Use:

This option lets you choose the button
style and color that will be used
throughout the program. You can
also choose one of the button themes
from this selection.
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Misc Options:

Program Links:

B MM1 Customization

D = [ i

Dealer
- Personal Information
i Business Information
- Tax Options
DM Options
POS
i Invoicing
M| & Printout Settings
... Credit Card Settings
Reporting
.. Daily/Weekly Options
... \ork Sheet Options
Inventory Options
Hardware Options
- Printer Setlings
-.. Tablet Settings
Misc Options
Misc Options 1
I - Misc Options 2
Button Setup
Program Links
«..Custom Message
I Security Settings

Program Links

Website Name:

Web Address: |

A E] Emall Setup

Woebsite Name: |MEDCU

Web Address: |www medeocorp.com

Website Name: |

Web Address: |

Website Name:

Web Address:

[F10] Save Settings

Website Name:

Web Address:

Website Name:

Web Address:

Program Links

Website Name

This is the name of the link that you
are adding to the MM1 software main
screen. The ldea of setting up links is
to allow quick access to a website
from the MM1 program.

W ebsite Address

This is the address of the link you
want to add to the program.
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POS

! Invoicing

- Printout Settings

L. Credit Card Settings
Reporting

L Daily/Weekly Options

‘Work Sheet Options

Inventory Options
Hardware Options

------- Printer Settings

‘- Tablet Settings
Misc Options

Lo Misc Options 1

- Misc Options 2

\. Button Setup

- Program Links

L. Custom Message
Security Settings

PONum Header:

Next Pay Msg:

Phonel Header:
Phone? Header:

Phone3 Header:

Other Charge:

[Po#

|Next Weeks Minirmurm Payment

|Wnrk

|Fax

|Olhev

|Ser‘v||:e Charge

[F10] Save Seltings

Section 3
Misc Options:
Custom Message:
'l' MM1 Customization s 0
Dealer Custom Messages

i Personal Information Notes: |FOLLOW Classic Tools

Business Information

Tax Options |Dn1acebuuk

DM Options [Alt E] Emnail Satup

Note Header: |

[Esc] Cancel

Custom Message

Notes

This is the default message that
appears on the customer’s invoice.
This message can be changed when
completing an invoice. Use this
message as an extra sales tool to
promote an item on special or just say
Thank You to your customers. By
default this area is left blank.

Note Header

This is the default header for the
notes section on the invoice. The
default is “Notes:”
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Custom Message

PONum Header

This is the default header for the
Purchase Order field on the invoice.
The default is “PO#:”

Next Pay Msg

This is the message that will be
printed on the Time Pay and XCR
invoices to indicate what the next
week’s payment amount should be.
The default is “Next Weeks Minimum
Payment”.

Phone1 Header

Phone2 Header

Phone3 Header

These are the phone number
headings that are printed on the
invoice. The default values are,
“Bus#”, “Mobl#”, “Pgr#”.

Other Charge

This is the heading that you associate
with your percentage bases fee. See
Service Charge under Business
Information. The default is “Service
Charge”
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Security Settings:

K MM Customization

Section 3

3 o 0 |

Dealer
--Personal Information
Business Information
Tax Options
-DM Options
POS
Invoicing
| Printout Settings
| --Credit Card Settings
Reporting
Daily/weekly Options
Work Sheet Options
Inventory Options
Hardware Options
Printer Settings
Tablet Settings
Misc Options
-Misc Options 1
I Misc Options 2
Button Setup
~Program Links
--Custom Message
Security Settings

Security Settings
W ‘Activate Program Security
Enter Password: I—
Verify Password: I—

I~ Expire Passwords

Expires After: lm

[&t E] Email Setup

[F10] Save Seftings |
—
[Ese] Cancel |
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Security Settings

Option

Default Value

Description

Activate Program
Security

Unchecked
(Off)

This setting will
activate the system
security. Once
activated every time
the program is
started it will prompt
the user for a
password to enter.

Unchecked = The
program is
unsecured.

Checked = The
program will prompt
for a password
before allowing
access.
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Security Settings

Option

Default Value

Description

Enter Password

empty

This field contains
the set password, if
one has been set.

Verify Password

empty

This field is not used
unless the password
is changed, at which
point re-enter the
password to verify
that it is correct.

Expire Passwords

Unchecked
(Off)

This setting
determines if the
password will expire
after a certain
amount of time,
forcing the user to
create a new one.

Unchecked = The
password will not
expire.

Checked = The
password will expire
based on the amount
of time set in the next
field.

Section 3

" B MM1 Customization

Dealer
i--Personal Informati
Business Informatj
Tax Options
DM Options
POS
: Invaicing
Printout Settings

Reporting

Inventory Options
Hardware Options

L. Printer Settings

...Tablet Settings
Misc Options

i Misc Options 1
Misc Options 2
Button Setup
Program Links
Custom Message

Security Settings

| Security Settings

Credit Card Setting)|

o DailyfWeekly Optil)|
.. YWork Sheet Optior|

B Email Information Seiup. S S =5
Email &ddress & Password
Email Address: s monl 2@gmail com
Paszword: |»«xmxmx
Email Help

SMTP Server Infarmation

Server: [smitp.gmail. com

Pot: [25

¥ Enable 551

I G-mail Settings

‘Yshoo Seltings

I Outlook/Hatmail

SMTF Server information from your email provider.

The default seftings for ahoo, G-mail and Outlook have been provided as & coutesy and
riight ot wark in everp case. Inthe svent that these settings do not work, you wil get the

[T Test Sewer | [ [Fi0jsave | [ [Fecjciose

4t E] Email Satup

[F10] Save Sellings
i

[Ese] Cancel

Email Setup:

Email Address & Password

Email Address

Enter your complete email address

Password

This is the password that you use to
access your email account.

SMTP Server Information

Expires After

Def = 1 Month

This field contains
the duration that a
password is valid.
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Server: This is the SMTP server information that
your email account uses to send emails.
This information will be provided by you
email provider.
Port This is the port that your email uses to
process sent mail.
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Enable SSL This checkbox should be checked if your
email provider requires SSL.

Email Setup:

In order to use the email function in MM1, you will first need to have
a valid email address.

You can obtain an email account from Yahoo, Gmail, Outlook, or
many other email services. Once you have the email information
you will enter the email address in the email field. You will then
need to enter the password information that is associated with this
email address.

SMTP Setup:
If you use Yahoo, Gmail or Outlook (Hotmail), you can press the
appropriate button to setup the SMTP Server information.

If you use a different email provider, you will need to obtain the
SMTP setup information from that provider.
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Custom Button Spacing:

l: Custom Button Spacing [é]

Harizontal Spacing: 100
Wertical Spacing: 200
| Fioiscee || (Escicance }

I [F5] Default I

This screen is provided so the user can adjust how the buttons on
the main window look, considering everyone’s screen looks
different. On this screen you have options for:

. Horizontal Spacing — This is the spacing between the
columns, the default value is 100
. Vertical Spacing — This is the spacing between the rows, the

default value is 200

Button Keystroke | Function

Accept F10 This button will save the changes
that were made and adjust the main
window accordingly.

Cancel Esc This button will close the window
without saving any of the changes.

Default F5 This button will change the settings
back to the default values.
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F10. You will notice that the new status has been added to

[Esc] Exit the end of the list.

Account Status: — Button Keystroke | Function
 Add/Edit Statuses el o
% Exit Esc This button will close the window
S e without saving any changes.
Inactive nter] Edit Status
e Adding a new Status:
MavedOUT 1. First you will need to click the button labeled “[Insert] Add
- Status” or press the Insert key.
2. Then a “New Account Status” window will appear. Here
enter the new status name you would like to add.
i 3. When you have finished entering the new name. Click the
I l button labeled “[F10] Proceed” or press the function key

L= =
This screen allows you to add, edit, and delete customer account Editing an Existing Status:
statuses. This screen can be accessed from the Utilities menu, 1. First highlight the status that you would like to change.
Setup, Account Status. This feature is useful for grouping Remember the first five statuses can not be modified or
customers together for a particular reason (ex. SKIP08 would be deleted.
customers who skipped out in 2008). The program provides five 2. Next click the button labeled “[Enter] Edit Status” or press
default statuses, Active, Inactive, Skip, MovedIN, and MovedOut. the Enter key.
The default statuses can not be deleted or modified. 3. Then a “Edit Account Status” window will appear. Here
enter the new name for this status.
When the screen opens you will have these options: 4. When you have finished entering the new name. Click the
button labeled “[F10] Proceed” or press the function key
Button Keystroke | Function F10. You will notice that the name has been changed.
Add Status Insert This button is used to add new Deleting an Existing Status:
account statuses. 1. First highlight the status that you would like to delete.
Remember the first five statuses can not be modified or
Edit Status Enter This button is used to modify deleted. When a status is deleted, all customers that are
existing account statuses. assigned to this status are reassigned to the default status
] ] of Active.
Delete Delete | This button is used to delete 2. Next click the button labeled “[Delete] Delete Status” or
Status existing account statuses. press the Delete key.
Save F10 This button is used to save any 3. Next you will get a warning scrt?,en asking “Are you sure you
changes that were made. want to DELETE status name?”. Answer Yes, and the
status has been deleted.
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Any changes that were made to this screen are not permanent until
you press the “[F10] Save” button.

Tax Areas:

Yasirat b mn

0]

[T

NN

T

‘ pijoees ‘ Qe ‘ ool ‘

A tax area is an area that requires tax to be collected at a certain
rate; reported, and paid to the governing municipality. In some
cases city or local municipalities might cross/cover more than one
county municipality making it necessary to divide the city/local
municipality into multiple tax areas.

To access the Tax Areas screen, go to the Utilities menu, Setup,
Tax Areas. This screen allows you to add the different tax areas
you might encounter. Divide the taxes in to their component parts if
necessary. Change the tax rate if needed, and delete tax areas that
are no longer necessary.

When the screen opens you will have these options.

Button Keystroke | Function

Save This button is used to save any
changes that were made.
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Button Keystroke | Function

Delete This button is used to delete the
highlighted tax area.

Cancel This button will close the window
without saving any changes that
were made.

After setting up tax areas and generating invoice, you must be
aware that making changes in the tax rate will affect the sales tax
reports. It is important not to change tax areas in the middle of
the week, make changes only after a weekly close. If you must
change or delete tax areas, please do the following prior to making
the changes:

1. Request a tax report for that area up to the current date and
make a note of that date.
2. Do not request a tax report for the areas changed less than

or equal to the date in which the change was made.

Adding a new Tax Area:

1. First find the row in the table with the asterisk(*) in the row
indicator, and place the cursor in the Name column, and
enter the tax area name.

2. Press the Enter button on the key board to move to the next
column Rate, and enter the tax rate. If you have Tax Break
Down turned off then proceed to step 6.

3. Press the Enter key to move to the State column and putin
the tax rate for the state.

4. Press the Enter key to move to the County (User defined
tax 1) column and put in the tax rate.

5. Press the Enter key to move to the Local (User defined tax
2) column and put in the tax rate.

6. Press the Enter key to move to the Other (User defined tax

3) column and put in the tax rate. After you enter this tax
rate the program checks to see if the tax rates add up to the
tax rate for the line.
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Press the Enter key to move to the next line this will remove
the edit mode status for the line.

Editing an existing Tax Area:

1.

First find the row in the table that contains the tax area you
want to change.

Click on the column that you want to change.

After changing the contents of that column, press the Tab
key on the keyboard until you get to next line.

Delete an existing Tax Area:

First highlight the tax area that you would like to delete.
Next click the button labeled “Delete”.

Next you will get a warning screen asking “Are you sure you
want to DELETE Tax Area name?”. Answer Yes, and the
status has been deleted.

Any changes that were made to this screen are not permanent until
you press the “Save” button.
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Expense Accounts:

B Expense Setup | 5] et e

oot #] D escri iption “wfeekly Budge T -~
» Fusl 0 0
Truck L 0 0

=]
T ool Purchase

= |

[4t C] Clear Acct H [F10] Save ‘ | [E sc] Cancel I I

W ithin the normal operation of business you will have expenses,
MM1 provides a way for you to record these expenses. To Access
the setup screen for expenses go to the Utilities Menu, Setup, and
Expense Accounts. When you open this screen for the first time
you will find a list of default accounts:

. Fuel

. Truck Lease

. Truck Maintenance
. Supplies

. Office Supplies

. Office Equipment

. Meals & Entertainment
. Misc Expense

. Freight

. Insurance

. Telephone

. Postage

. Rent

. Bank Charges

. Advertising

. Tool Purchase
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On this screen you can modify any of the accounts listed or add
your own. One important thing to note each account has an internal
account number that the program maintains. This means if you
change the displayed Acct # column, MM1 will continue to associate
the previous history with this account. If you want to disconnect the
history from this account, you will need to clear the account with the
“Clear Acct” button.

When the screen opens you will have these options.

Button Keystroke | Function

Save This button is used to save any
changes that were made.

Clear Acct This button is used to clear any and
all account information, making it
reassign able. This option
disconnects the account from

history.

Cancel Esc This button will close the window
without saving any changes that
were made.

Adding a new Expense Account:

1. First find the row in the table with the asterisk(*) in the row
indicator, and place the cursor in the Acct # column, and
enter the account number.

2. Press the Enter button on the key board to move to the next
column Description, and enter the account description.

3. Press the Enter key to move to the Weekly column and put
in the weekly budget for this account.

4. Press the Enter key to move to the Y-T-D column and put in
the amount spent year to date already..

5. Press the Tab key to move to the next line this will remove

the edit mode status for the line.
Editing an existing Expense Account:
1. First find the row in the table that contains the expense
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account you want to change.

2. Click on the column that you want to change.

3. After changing the contents of that column, press the Tab
key on the keyboard.

Delete an existing Expense Account:

1. First highlight the expense account that you would like to
delete.

2. Next click the record indicator for that account, the record
indicator is the arrow on the left hand side that points to that
line..

3. Now press the “Delete Key” on your keyboard.

Clearing Expense Accounts:

1. First find the row in the table that contains the expense

account you want to change.

Click on the that row.

Click the button labeled “Clear Acct”.

4. Next you will get a warning screen asking “Clear This
Account?”. Answer Yes, and the account has been cleared,
and reassigned a new internal account number.

w N

Any changes that were made to this screen are not permanent until
you press the “Save” button.
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Other Dealer Setup:

rl- Other Dealer Lookup - &J‘

Dealer Mame Telephone # Pay Out| i‘

Total Dealer Count:2 Marty Douglas
Robert Hanrshan 3125551212 $2.556.58

tarty Douglas

Fhone:
Pager:
Far:

I &

[4lt D] Undelete

[Inzert] Add Dealer | [Enter] Edit Dealer [Del] Delete Dealer

[ [F10] Save [Esc] Exit [

This section was provided as an advanced feature, but has become
a necessity for business. In the Account Status section you were
introduced to the five default statuses; Active, Inactive, Skip,
MovedIn, and MovedOut. This section will explain the use of
MovedIn and MovedOut statuses.

W ithin the operation of your business customers will come and go.
Not all of the customers that leave will have a zero balance with you.
Initially you might change the customers status to Skip, over the
course of time another dealer might call you about this customer
wondering if the customer is in good standing. You can either
confirm this or let the dealer know that he owes you money. In
which case you and the new dealer can arrange an agreement for
him to collect the rest of the balance owed. After you have this set
up MM1 will store this information, and keep track of any and all
payments from this dealer.

Now some time has passed and come to find out that one of the

new customers on your route has a balance with another dealer.
You decide to call that dealer and return the favor. You can collect
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the remaining balance on his account. After coming to an
agreement you can enter the dealer that you are collecting for and
the agreed upon collection fee. At this point MM1 will keep track of
all monies that belong to the other dealer until you send him a
payment.

This first situation is a MovedOut account status. He has moved out
of your area but moved into another area. The second situation is a
MovedIn account status. The customer has moved into your area
and moved out of the other dealers area. To access the setup of
this feature go to the Utilities Menu, Setup, and Other Dealer Setup.

Other Dealer Lookup Screen:
This first window that is displayed is the Other Dealer
Lookup screen. This screen contains a list of dealers you
have setup in your system. On this screen you have these

options.

Button Keystroke | Function

Add Dealer Insert This button is used to add new
dealers to the MM1 System.

Edit Dealer Enter This button is used to edit existing
dealers in MM1

Undelete Alt-D This button unmarks a dealer for

Dealer delete.

Delete Del This button marks a dealer for

Dealer delete

Save F10 This button will save any and all
changes made.

Exit Esc This button will close the window
without saving.

Other Dealer Setup screen:
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The second screen in this section displays specific information
about the Dealer. On this screen you have these options.

Button Keystroke | Function

View Old F6 This button provides a way of

Receipts viewing receipts of previous pay
outs.

Add Insert This button will allow you to add a

Customer customer to the currently select tab

(MovedIn\MovedOut).

Undelete Alt D This button unmarks a customer for
Customer delete from the dealers list.

Delete Del This button marks the customer for
Customer delete from the dealers list.

Save F10 This button will save any and all

changes made.

Exit Esc This button will close the window
without saving.

Adding a new Dealer:

1. First click the button labeled “[Insert] Add Dealer” or press
the key Insert on the keyboard.

2. Next the Other Dealer Setup screen will display. Here enter
the dealers name.

3. Next determine if the dealer is active, inactive dealers are

listed at the bottom of the list of dealers. These are dealers
that you no longer collect from.

4. Next enter the dealer’s contact information.

5. Next you need to enter customers in the Moved In and
Moved Out sections, this is optional. For this follow the
steps for Adding Moved In/Out Customers.

6. Once you have entered all the information for this dealer,
click the button labeled “[F10] Save”.
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Editing an existing Dealer:

1. On the Other Dealer Lookup screen, highlight the dealer
that you want to change.
2. Click the button labeled “[Enter] Edit Dealer”. This will open

the Other Dealer Setup screen.

Now make any changes to the dealer information.

4. Once you have finished making changes click the button
labeled “[F10] Save”. You will notice that the dealer
information will reflect the changes that you made.

bt

Deleting an Existing Dealer:

1. On the Other Dealer Lookup screen, highlight the dealer
that you want to delete.

2. Click the button labeled “[Del] Delete Dealer”. This will turn
the background color for that line red.

3. To complete the process, click the button “[F10] Save”.

Now the dealer is permanently deleted.

Adding Moved In/Out Customers:

1. On the Other Dealer Setup screen (if you are not at this
point follow the directions for editing an existing Dealer)
Click on the tab that you want to add customers to Moved In
Customers or Moved Out Customers.

2. Click the button labeled “[Insert] Add Customer” or press the
Insert key on the keyboard.
3. The Select Account window is displayed, on this window

you have multiple ways of selecting the customer account.
Type in the customers account number if you know the
number.

Click the button labeled “[F2] Search by Name” and find the
customer in the list.

Click the button labeled “[F3] Search by Stop” and find the

stop that customer is associated with. Then select the
customer from the customers in that stop.
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— or —

Click the button labeled “[Alt A] Add Customer” and follow
the steps for adding a new customer in the section on
Add/Edit Customers.

Once you have the customer in the grid, you can now
change the percent retained (Moved In) or percent received
(Moved Out), and the YTD figures on the account

If you have more customers to add go back to step 2 and
repeat the process as many times as necessary. Otherwise
click the button labeled “[F10] Save”. This will save the
changes you have made.

Removing a customer from a Dealer:

1.

On the Other Dealer Setup screen (if you are not at this
point follow the directions for editing an existing Dealer)
Click on the tab that you want to remove customers from
Moved In Customers or Moved Out Customers.

Next Highlight the customer that you want to remove from
the dealer.

Click the button labeled “[Delete] Delete Customer” or press
the delete key on the keyboard.

Now the background color for that customer has turned red.
This indicates that the customer will be removed when you
save the dealer.

Click the button labeled “[F10] Save” or press the F10 key.
The customer has been removed from the dealer.
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Inventory Groups:

B Add/edit Groum @

Inventory Groups [Insert] Add Group

Special [Erter] E dit Group
Other

MEDCO

INTEGRATED [Delete] Delete

| [F10] Save I

[E=c] Esit

Inventory groups are provided as way of separating the inventory
into different source warehouses. To access this screen go to the
Utilities Menu, Setup, and Inventory Groups. The program provides
three default groups, Cornwell, Special, and Other.

When the screen opens you will have these options:

Button Keystroke | Function

Add Group Insert This button is used to add new
inventory groups.

Edit Group Enter This button is used to modify
existing inventory groups.

Delete Group Delete This button is used to delete
existing inventory groups.

Save F10 This button is used to save any
changes that were made.

Exit Esc This button will close the window
without saving any changes.
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Change Dates:
Adding a new Group:

1. First you will need to click the button labeled “[Insert] Add "B Change Dates s =
Group” or press the Insert key “ou canh setup your work, week by defining the first day of your work week, the
2. Then a “New Group" window will appear. Here enter the current week number, and the curient invoicing date.
new group name you would like to add.
3. When you have finished entering the new name. Click the
button labeled “[F10] Proceed” or press the function key i FISETN I
F10. You will notice that the new group has been added to  —
. First Day of Work Week Cunent MM1 Date
the end of the list.
Mornday /| Satuday - Jaray 082018 —
Editing an Existing Groups: e e o
) ) ’ . the Monday which means you_ Mon Tue'Wed Thu Fi Sat Sun |
1. First highlight the group that you would like to change. | i che o e AR |
2. Next click the button labeled “[Enter] Edit Group” or press Ner sl doyosiatoig a1 i g
the Enter key. i 9 araher oy 1 i ek, sz zaazszza
3. Then a “Edit Group” window will appear. Here enter the I i
new name for thls group [ [F10] Proceed [ [Esc] Cancel }
4. When you have finished entering the new name. Click the i |
button labeled “[F10] Proceed” or press the function key —
F10. You will notice that the name has been changed.
Deleting an Existing Status: A window to change dates will appear when you select this category
1. First highlight the group that you would like to delete. When form the Utilities, Setup menu. As mentioned in the MM1
a group is deleted all items assigned to that group are Customization Section, “Dates Out Of Range”. Itis recommended
reassigned to the default group, Group 1. that you refrain from changing any dates before closing the week.
2. Next click the button labeled “[Delete] Delete Group” or
press the Delete key.
3. Next you will get a warning screen asking “Are you sure you

want to DELETE group name?”. Answer Yes, and the
group has been deleted.

Any changes that were made to this screen are not permanent until
you press the “[F10] Save” button.
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Change Font:

Font style: Size:
I Regular I ]
[Feguier o =
LRrE ig
Bold 14
Hola e 18
24 l
- =
|
—Sample
AaBbvyrz
Script:
[western =1
Show more fonts I
=

This option allows you to change the font and font size that the
program displays on the screen. Changing this from the default can
sometimes produce undesirable results. You may need to try
different sizes and fonts to find a satisfactory look for you.
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SECTION 4 - Entering Data

Stops Add/Edit:

Defining Your Route:

What is a Route?

A route is a specific itinerary, round, or number of stops regularly
visited by a person in the performance of his or her work or duty.

What is a Stop?
A stop is a place where you will conduct business with customers.

A good, well defined route is the backbone of any tool dealer’s
business, and Stop Add/Edit provides a way of entering your route.
Now before you start entering your stops, there are a few things you
will want to consider.

. The first and probably the most important, is planning your
route. When you plan your route, you will want to consider
location, Location, LOCATION, meaning where is the stop
located? Where is it located in reference to other stops?
How is it situated on the street (avenue, block, etc.)?

. Next you will want to consider time, how long will it take you
to complete your route on any given day, and will the stop
be open when you get there. This is something you will
constantly adjust. When you first start out it will probably
take longer to complete your route, but as time progresses
you will slip into a comfortable routine.

. The next thing you will want to consider, what are your tax
areas and which stops are in which tax area. Some dealers
will have only one tax area, others will have multiple tax
areas depending on how large your territory is. Itis very
important that you setup your tax areas properly, you will
need them later to pay your sales tax (in some places tax is
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collected on money collected).

. Lastly you will want to consider program limitations. MM1
has a limitation of 99 stops per day. The 99 Stop limit
should give you plenty of space to add and delete stops.

You will find that a well structured route will not only save you time
but money. Now that you have your route laid out on paper you are
ready to enter them into MM1.

NOTE: Before you can add any stops you must enter at least one
valid Tax Area.
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Sundey L
Resenly Deloled g o
Search by Name | [Enter]Edi Stop. | [rsen]add Stop u
181t MIMove Stop | 5] Delte Stop | (7105210 [Esc] Close

The Stop Add/Edit screen provides several features to help
customize your route. Like many of the other screens in MM1 you
can add, edit and delete stops. You can also move stops, and
recover deleted stops. These features will be explained later.

When you first open this screen, on the left hand side you will see a
list of all the stops divided by day, Monday thru Sunday. Toward the
bottom of the display you will find, entries for “Recently Deleted
Stops” and “Deleted Stops”. These two entries contain stops that
were deleted in this session, or in previous sessions (these two
entries will be discussed in further detail later). Clicking on any of
the stops or days, will automatically load the list of stops for that day
in the display on the right hand side.

On the right hand side of the screen, at the top you will find seven
buttons with the days of the week. These buttons allow you to
switch to a different day, changing the contents of the grid below to
list the stops for that day.

Below the days of the week you will find a grid containing a detailed
listing of the stops on that particular day. This display contains the
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stop number, name, address, and phone number.

Just below the grid you will find seven more buttons. These buttons
provide the functionality for the screen.

Button Keystroke | Function

Search by This button will toggle between
Name/List by listing the stops by name or by
Route placement on the route.

Edit Stop Enter This button allows you the ability to

modify the stop’s information i.e.
stop name, address, phone
number, contact person, etc.

Add Stop Insert This button provides a way of
adding stops to the route, and
storing pertinent information.

Move Stop Alt-M This button allows you to change
the placement of the stop to another
location.

Delete Stop F5 This button provides a way of

deleting a stop on the route.

Save F10 This button allows you to save any
changes that you make to the route.

Close Esc This button closes the screen
without saving any route changes.

NOTE: Any changes made to the route must be saved by pressing
“[F10] Save” button, otherwise the route will revert back to it
original state. This does not pertain to changes made
directly to the stop, any stops that were modified will retain
any changes made.
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Adding a new stop:

1. First you will need to select the day to add the stop to. You Moving a stop within a day:
can select the day on the left hand side of the screen or find
the appropriate day button at the top of the screen. 1. First you will need to select the day the stop is located on.
2. Click on the button located at the bottom of the screen You can select the day on the left hand side of the screen or
labeled “[Insert] Add Stop” or right click on the grid and find the appropriate day button at the top of the screen.
3. Next you will see the Add/Edit Stop window, here you will Stop” or right click on the grid and choose “Move Stop” from
have the opportunity to enter the stop information (name, the popup menu.
address, city, state, zip code, telephone, contact, and tax 3. Now use the up and down arrow keys on the keyboard or
area). click the new position with the mouse to place the highlight
4. When you have completed this information, Click “[F10] in the correct location. _ _ .
Save” to save the stop and continue with the stop creation, 4. Now click “[Alt M] Place Stop” or right click on the grid and
or “[Esc] Close” to abort the add. choose “Place Stop” from the popup menu, this will
5. After saving the stop you will be prompted to add an reposition the stop to that location, and remove the special
account for the stop (this part is optional and has no baring highlight, or click “[Esc] Abort Move” to place the stop back.
on the stop creation). If you choose to create and account
answer yes and select the account type. The program will —or-—
create the account using the information supplied for the
stop. You can use the drag and drop feature, by left clicking on
6. The new stop has been created, and placed at the end of the stop you want to move and drag it to the new position.

the current day.

Moving a stop to another day:
Editing a stop:

1. First you will need to select the day the stop is located on.
1. First you will need to select the day the stop is located on. You can select the day on the left hand side of the screen or
You can select the day on the left hand side of the screen or find the appropriate day button at the top of the screen.
find the appropriate day button at the top of the screen. 2. Now highlight the stop in the list, and click “[Alt M] Move
2. Now highlight the stop in the list, and click “[Enter] Edit Stop” or right click on the grid and choose “Move Stop” from
Stop” or right click on the grid and choose “Edit” from the the popup menu.
popup menu. 3. Now select the day on the left hand side of the screen or
3. Next you will see the Add/Edit Stop window, here you will find the appropriate day button at the top of the screen.
have the opportunity to modify the stop information (name, This will place the stop at the end of the list of stops.
address, city, state, zip code, telephone, contact, and tax 4. Now use the up and down arrow keys on the keyboard or
area). click the new position with the mouse to place the highlight
4. When you have completed this information, Click “[F10] in the correct location.
Save” to save the stop, or “[Esc] Close” to abort the
changes. 5. Now click “[Alt M] Place Stop” or right click on the grid and
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choose “Place Stop” from the popup menu, this will
reposition the stop to that location, and remove the special
highlight, or click “[Esc] Abort Move” to place the stop back.

— or —

You can use the drag and drop feature, by left clicking on
the stop you want to move and drag it to the new position.

Right click on the stop you want to move to another day,
choose “Send”. Another menu will slide out to the side,
here select the day you want to send the stop to.
Deleting a stop:
1. First you will need to select the day the stop is located on.

You can select the day on the left hand side of the screen or
find the appropriate day button at the top of the screen.

2. Now highlight the stop in the list, and click “[F5] Delete Stop”
or right click on the grid and choose “Delete” from the popup
menu.

3. Next you will see a delete confirmation screen, answering

“Yes” will place this stop in the recently deleted stops (Stops
can not be deleted if they contain customers).
Recovering a stop recently deleted:
On the left hand side of the screen you will find the route listing. At
the bottom of the list you will find “Recently Deleted”, select this
entry. Now find the stop that you want to recover. Then follow the
steps for moving a stop to another day.

Recovering a deleted stop:

Recovering a stop that was deleted previous to this session is
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similar to recovering a “Recently Deleted” stop. The only difference
you will need to edit the stop name.
Changing the tax rate for a Stop:
If you are just changing the tax area for a stop you would follow the

steps for Editing a Stop. If the tax rate has changed for a tax area,
this information is cover in the section about Tax Areas.
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Add/Edit Customer: Type Description
Customer maintenance is probably just as important as inventory Time Also known as TP, Time Pay, or Time
control. Without inventory you have nothing to sell, likewise without Payment. This account type will use the
customer you have no one to sell to. In MM1 you are provided with default settings on the options screen for
a way of adding new customers/accounts, editing and deleting. You suggested payment and weeks turn. These
also have a way of linking accounts together under one customer. settings can be modified on an account by
account basis.
3BT e - [E]x]
T Open This account type does not use the number
secamt [ 2 R Malbadikins of weeks turn or suggested pay fields. The
stomer Accourt -@': suggested payment for this account is as
g ey [ShelCopeore e - I | suggested open.
St [Boteh Fepars Time: . [T20000701 = Cont This account type does not use the number
—— Cont B e C of weeks turn or suggested pay fields. For
| 2ol g | a detailed explanation of how to use a
e EC‘”t | i | s contract account, see Handling Contract
swPar [ s weskTuw [ 5 Accounts.
PastDue [ 000 ™ NextPay on lvaice Miscellaneous Information
e %2‘3 i S| e oseme [T770m < XCR Also known as SA, or Service Agreement.
e o e | ULZFS This account type will provide a calculation
- — s ,'::E . w— screen for suggested payments, using the
o e suggested payment and weekly turn a little
different than the Time account does. For
(P2 Change tcps | WEIDERE | pegpincices | IFELCOSTSE | jegy ik Account more information see Handling XCR Sales.
Fabnkaceon: | FA00En | W | Seleree | e
el Ciit app. | [aks) Staements | ELPIPree [ Ak Custoner | (8] Cstomex PRVT This account type is not used at this time.
A S o i It is reserved for future use. If you
Trursdey A 25,2070 [ 23735 P converted your system from a Cornwell
system this was the Tech Credit Account.

Before we go any further let’s explain that, a customer is the
physical person you see on your route, an account is the customer’s
information stored in the MM1 system. A customer can have up to
four different accounts. These accounts are listed below.

To access the Add/Edit Customer screen go to the Accounts menu,
and Add/Edit Review. The first screen that is displayed is the Select
Account window. From here you have these options.
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Button Keystroke | Function

Enter Enter This button will load the account
that is represented by the number
type in next to Account number.

Add Alt-A This button will start the process of

Customer adding a customer. The Add/Edit
Customer screen will display as an
empty slate.

Search by F2 This button will display the

Name Customer Lookup screen in

alphanumeric order by last name.

Search by F3 This button will display the Stop

Stop Lookup first and then display the
customer lookup for the chosen
stop.

The Add/Edit Customer screen is the electronic entry form for
maintaining customers in MM1 and your business. This screen is
divided into five sections.

Customer Account

Mailing Address

Account Information
Miscellaneous Information
Command Buttons/Features

o0 =

Customer Account

Field Description

Account # This field holds the customer account
number. This is READ ONLY.
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Customer Account

Field Description

Balance This field holds the customer’s balance.
This field is also READ ONLY.

Last Name These fields are provided for the first and
last name of the customer, at least one

First Name them needs to be filled in before you can
save.

Type This field contains what type of account it
is; Time, Open, Cont, XCR, and Tech
(Cornwell Only).

Status This field contains the status of the
account; Active, Inactive, Skip, Moved In,
Moved Out, or any user-defined statuses
you might add. See Account Status

Stop This field is READ ONLY, and contains the
stop assigned to this customer. The stop
can be change from the Change Stop
button.

Time This field contains an estimated time to see
this customer. This field is use to organize
the customers in a shop.

Other Acct These fields are READ ONLY, and provide

Balances a picture of the customer’s other accounts
and balances.

Mailing Address

Field Description

Street These fields contain the mailing address for
the customer.

City
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Mailing Address

Account Information

Field Description

Last Purch This field holds the last time the customer
made a purchase.

Last Pay This field holds the last time the customer
made a payment.

Last Stmnt This field holds the last time you created a

statement for the customer.

Interest From

This field holds the date to charge interest
from. This field is updated on purchases
and payments.

Week Turn

This field holds the weekly turn that the
program will use to recalculate the suggest
payment. This field is only available on
Time, XCR, and Tech account types. This
field is READ ONLY on Tech accounts.

Field Description

State

Zip

Home # This field contains the customer’'s home
phone number.

Cell # This field contains the customer’s cell
phone number.

email This field contains the customer email
address.

Street These fields contain an alternate/secondary
mailing address.

City

State

Zip

Comment This field is used for any comments you

might want to put on the customer.

Next Pay on
Invoice

This option determines if the customers
New Weeks Payment shows up on the
printed invoice.

Account Information

Field

Description

Sug Pay

This field is only available on Time, XCR,
and Tech account types. It provides a
place to store the customers suggested
payment. This field is READ ONLY on
Tech Credit Accounts.

Print Statement

This field is used when processing batch
statements, if this field is checked, in batch
mode the program will print a statement for
this customer.

Service Charge

This field determines if the program will add
a service charge to this account in batch
mode.

Past Due

This field contains the past due amount, the
amount the customer owes you from

Automatically
Apply XCR Charge

This field if checked will automatically apply
the XCR Service Charge to the account
when accessed.

skipped or short payments.
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Customer Tax
Exempt

This field if checked will make the account
tax exempt.
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Account Information

Field Description

YTD Purch This field holds the year to date purchase
amount.

YTD Pay This field holds the year to date payment
amount.

Prev Purch This field holds the previous year to date
purchase amount.

Prev Pay This field holds the previous year to date

payment amount.

Misc Acct Info

This field is free form and can be use for
any other account miscellaneous
information.

Miscellaneous Information

Field Description

Social Sec # This field holds the customers social
security number.

Driver Lic# This field holds the customer driver license

number.

Spouse Name

This field holds the customers spouse’s
name.

Bank Name

This field is used to store the name of the
customer’s bank.

Prev Dealer

This field holds the name of the customer’s
previous tool dealer.

Prev Emplyr

This field holds the name of the customer’s

previous employer.
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Miscellaneous Information
Field Description
Date Emplyd This field holds the date the customer
started working for this employer.
Birth Date This field holds the customer’s birth-date.
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Miscellaneous Information Button Keystroke | Function
Field Description Unlink Alt-F9 This button will break the link
Account between account types.
Contract #1 These fields will hold any contract numbers
you might have with the customer. Customer Alt-U This button displays any customer
Contract #2 Service service notes this customer might
Notes have.
Contract #3
Save F10 This button will save the current
Customer customer account.
Button Keystroke | Function Credit App Alt-C This button provides a way of
creating a credit application for the
Change F2 This button provides a way of customer. This option is used
Stops selecting the customer’s stop. mostly on Tech Credit customers.
Delete Alt-F5 This button provides a way to delete Statements Alt-S The button will list the dates and the
Customer the current customer account. balances associated with
] ] o statements that were sent to the
Invoices F6 This button will list all current customer.
customer Invoices.
] ] Price Alt-P This button provides a way of
Change F7 This button will allow you to c.hange Adjustment setting a price multiplier for an
Balance the customer’s balance. It will also individual customer.
create an invoice indicating the
balance change. Customer Alt-L This button provides a way of
] ] ] ] Letters printing customer letters.
Print Account F8 This button will provide a way of
printing the customer’s information, Customer Alt-N This button provides a way of
when you select Brief or Detailed, Notes editing customer popup notes (the
and a list of invoices between the notes popup on Generate Invoices).
dates provided.
Stored Credit Alt-R This button displays a screen where
Link Account F9 This button will link two accounts Cards you can store customer credit
together, whether new or existing. cards.
Switch Ctrl-F9 This button allows you to switch Print Account Alt-T This button will print an account
Account between different account types for Transfer transfer form.
this customer.
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Button Keystroke | Function

Other Dealer Alt-D This button will setup the other
dealer information for a
Movedln/MovedOut customer.

BO/Need Alt-B This button will display the
customer’'s BO/Need items.

Cancel Esc This button will close the customer

account window without saving any
information.
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Handling Contract Accounts:

Contract account types are used for customer accounts whose
balance is being sold to a finance company.

Below is an example of a typical contract sale and payment.
Refer to this example as needed.

Your customer wants to purchase a tool box and wants to finance it
using an approved finance company.

The ticket total is $1200.00.

You are going to collect a $200.00 down payment from your
customer on completion of the sale.

The customer will be financing $1000.00 with the finance company.

1. Create or bring up the customers Contract account. DO
NOT USE ANY OTHER ACCOUNT TYPE OTHER THAN
CONTRACT.

2. Create the credit application if needed. If the finance

company requires an invoice showing quantity, description
and price of the items, create an Invoice in Progress for the
purchase. Submit the required documents to the contract
company for approval.

3. After contract is approved, complete the sale by recalling
the Invoice in Progress and totaling the ticket. Remember
to receive the $200.00 down payment at this time.

4. When the finance company payment is received, choose
Contract Payments, select the customer that the payment is
to be received and receive the payment as in the following
example.
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Amount Description
Contract $1000.00 This is the total of the customers
Total financed balance amount.
Received $850.00 This the amount of the check or the

credit received form the finance
company less any discounts and
hold back fees.

Discount $150.00 This is the total of fees retained by
the finance company. The
customer balance will be 0 for this
contract. If any hold back money is
returned it will be received from the
contract company.

5. Press on the text box and select the method of payment.

The weekly and Year to Date totals will be printed with the weekly
report.

NOTE: Contract accounts differ from any other account type. The
only time that you receive money using the [T] for total is at
the time of the initial sale. This is for accepting down
payments. All other payments on this account will be
processed through the contract payments screen.

Creating a contract account:

Choose Add/Edit/Review from the Accounts heading. Add a new
account. Fill in all required information and select CONT for the
account type. Fill out all the customer fields including phone
numbers, social security number, birth date and drivers licence
number. Some of the data fields are mandatory if you want to fill out
a credit application.

You will have a few more selections available while creating a
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contract account.

After entering all the necessary information you can create a credit
application by clicking on Credit App.

The credit application screen will appear. If you are missing
important information on the account screen the system will prompt
you to fill in any missing data before continuing.

Fill out all of the necessary fields in the application. Fields marked
with an (*) and in RED are required fields to process the application
correctly.

NOTE: The credit company needs the application completed with
all mandatory fields in order to process!
When finished you can choose to print the application or
store it to print later. This application information will be
stored with the account. If you don’t have time to complete
the application in one sitting or the information is not
available, you can recall it and finish it at any time.

Processing a Contract Sale:

After setting up your account you are ready to proceed. If you are
submitting the credit application you will need to include a list of the
items that your customer is planning to purchase. The
recommended way to create this list is to create an invoice in
progress (explained in your manual under Generate Invoice).
Create an invoice for the items that you are selling on contract.
However, instead of totaling the invoice, use the [F9]or IIP button to
store the invoice and print an invoice in progress for the items. You
will submit this list with the application.

When the application is approved and you are ready to complete the
sale, you will need to process the Invoice in Progress. The following

will explain how to proceed.

Select the account and bring them up on the invoice screen. Press
the [F9] key / IIP button to recall the Invoice in Process.

Make any changes to the invoice if necessary and press [T] to total
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the invoice. Enter any down payment in the Received On Account
space. Your system will know that it is a down payment and include
it in your completed business. The system only enters the received
on acct. amount into completed business on the initial transaction.
All payments received on this account whether in the form of credits
or checks will be received through the Contract Payments screen.

Notes on Contract Account Payments:

You should only update a contract customers balance by receiving
contract payments. If you have a payment come in on a deleted
account or you had previously changed the customers balance, you

will need to use “Contract Payment Received - No Customer”.

A few common questions regarding contract accounts.

Q. What happens to my down payment taken from the
customer?

A. The down payment taken at the time of a contract sale will
become collected funds and completed business at the time
of the sale.

Q. How do | collect the remaining balance and what do | do

with the hold back/discount fee that the contract company
charges me?

A. To collect the remaining balance you use Contract
Payments from the Menu under the INVOICING heading.

Q. Why is the hold back/discount taxable as collected money.
A. Because you are still liable for the sales tax on the entire
sale.
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Handling XCR Accounts:

Extended Credit agreements are referred to as XCR accounts.
These accounts are not figured in TP turn.

Below is an example of a typical XCR sale. Refer to this example
as needed.

Your customer wants to purchase a tool box and you have agreed
to personally finance his account.

The ticket total is $1200.00.

You are going to collect a $200.00 down payment from your
customer on completion of the sale.

You are holding $1000.00 plus an agreed upon service fee on
account for him.

1. Load the customer’s account on Generate Invoices.
2. Add all of the items the customer wants to purchase.
3. On a blank line click the button labeled “[Alt-S] Service

Charge”. Enter you can enter the amount or proceed to the
calculation screen. For More information go to XCR Report.

4. Once you have the agreed upon amount on the invoice
finish the invoice off. MM1 will store the agreed upon
settings, suggested payment and weekly turn.
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Customer Correspondence: List Accounts:
This report produces a list of customers based on the selections you
R Cusiumnzr Colfasuitznes kz choose.
{ 1. After selecting List Accounts you will be prompted to select
Stetements the account status and type. To do this place a check mark
Tax Statements in the corresponding box.
Pint Lestess 2. The next screen prompts you for the sort order, you can
Mailing Labels choose between; Last Name, Balance, Last Purchase Date,
Last Payment Date, YTD Purchase Amount, YTD Payment
Amount, Phone Number, Account Number, Route. Highlight
the order you prefer and click “[F10] Proceed”.
3. The next screen determines how many lines of detail to print
@ on the report. Click “[F10] Proceed” to continue.
4. The program produces the report.
The Customer Correspondence screen centralizes keeping in Statements:
contact with customers. This screen provides access to these T =
options: EE———
Listibieoatints Enter the Account #: ’—U IT
Staterments
Report Description e [ Forseaciytane
- P S [Fa] Search by Stop
List Accounts This option provides you with a list of Ll —
accounts filtered by account type and HRLAE
Sta tu S. Processing Statements
Statements This option produces single or batch
statements for your customers. @
Tax Statements This option produces individual or batch tax
statements for your customers.
Print Letters This option creates customer letters that This selection will generate customer statements that can be used
can mailed to your customers. for billing purposes, or a simple reminder. This option allows you to
N ] ] B generate the statements for a single customer or multiple
Mailing Labels This option creates mailing labels for your customers
customers, or return labels for yourself.
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Single Statement:

After selecting Statements you will have several options for
producing a single statement.

1. Enter the customer account number in the input
field, and click the Enter key on the keyboard.

— or —

Click the button labeled “[F2] Search by Name.
This will produce a list of customers sorted by last
name. Highlight the customer you want and click
“[Enter] Select Customer”.

Click the button labeled “[F3] Search by Stop. This
will produce a list of stops to select from. Once you
have selected the stop you will be presented with a
list of customers in that stop. Highlight the
customer you want and click “[Enter] Select
Customer”.

2. Next you will be presented with a verification
window. This window will display the customer’s
name, balance, and the last 12 statement dates and
balances. If this is the correct customer click the
button labeled “[F10] Proceed”.

3. The next window is the Terms and Comments
window. Here you will

a. Select the starting date of the statement,

b. Select any comments that you would like to
place on the statement,

c. And select any terms (conditions of

payment) to display on the statement.

4. Once you have everything selected click the button
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labeled “[F10] Proceed”
This will produce the statement for a single customer.
Multiple Statements (Batch):

To generate multiple statements at the same time (this is
considered batching) follow the directions below.

1. Click the button labeled “[F4] Batch”

2. The next window is the Terms and Comments
window. Here you will

a. Select the starting date of the statement,

b. Select any comments that you would like to
place on the statement,

C. Select any terms (conditions of payment) to
display on the statement,

d. Select whether to print statements for
accounts with a zero balance,

e. And Select whether to print statements only
for those customers that have Statement =
oy

3. Once you have everything selected click the button

labeled “[F10] Proceed”

4. The next window provides a choice of which
accounts to select based on account type and
status. Select only the ones that you want by
putting a check next to it. Once you have
completed that click the button labeled “[F10]
Proceed”

This will produce statements for the accounts that match the
filters set.

Terms and Comments:
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This window also provides the ability to modify the list of
Terms and Comments. In the tables for each you will find
buttons for Add, Edit, and Delete. These buttons provide
some flexibility with each section.

Tax Statements:

R Cusinzr Curyesunplzpes ES
List & onoimts Enter the Account #: [i] I Enter
Staternents
[F2] Search by Mame
Taw Statemerits
ity [F3] Search by Stop
Frint Letters
[F4] Batch
A &ilirg L abels

Processing T ax Statements

l [E=c] Cancel

This selection will generate customer tax statements that can be
used for tax reporting purposes. This option allows you to generate
tax statements for a single customer or multiple customers.

Single Statement:

After selecting Tax Statements you will have several options
for producing a single statement.

1.

Enter the customer account number in the input
field, and click the Enter key on the keyboard.

Click the button labeled “[F2] Search by Name.
This will produce a list of customers sorted by last

name. Highlight the customer you want and click
“[Enter] Select Customer”.
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— or —

Click the button labeled “[F3] Search by Stop. This
will produce a list of stops to select from. Once you
have selected the stop you will be presented with a
list of customers in that stop. Highlight the
customer you want and click “[Enter] Select
Customer”.

This will produce the statement for a single customer.
Multiple Statements (Batch):

To generate multiple statements at the same time (this is
considered batching) follow the directions below.

1. Click the button labeled “[F4] Batch”

2. The next window provides a choice of which
accounts to select based on account type and
status. Select only the ones that you want by
putting a check next to it. Once you have
completed that click the button labeled “[F10]
Proceed”

3. The next screen prompts you for the sort order, you
can choose between; Last Name, Balance, Last
Purchase Date, Last Payment Date, YTD Purchase
Amount, YTD Payment Amount, Phone Number,
Account Number, Route. Highlight the order you
prefer and click “[F10] Proceed”.

This will produce statements for the accounts that match the
filters set.

Print Letters:

This selection will produce customer letters that can be mailed out.
This section only allows for multiple letters, to print a single letter,
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this is available on the Add/Edit Customer screen. Mailing Labels:

To produce these letters, select Print Letters and follow the
directions below.

Acct 8] iy #]LastName FistName S

1. The next window provides a choice of which accounts to
select based on account type and status. Select only the
ones that you want by putting a check next to it. Once you
have completed that click the button labeled “[F10] Proceed”

Labels Nezded 0

2. The next window provides you with a selection window of
letter templates. By default you will have 1stSkip, 2ndSkip, e
. . . . . Ertertvedccontt | O | Ever [ Fromesw | (D2l Clearem
and 3rdSkip, this window will also list any other letters you | . — | —]
have created. Select the letter that you would like to send T O e
and click the button labeled “Open” e || |
p oy [FE] Baich by Shop. 4 C] Custom Label
[ Fasa |

This will produce the desired letters.

This selection will generate mailing labels to be used with any of the
previous selections or alone. This screen will allow you to add
customers one at a time or multiple customers, stops, return labels
or custom labels.

Adding Single Customers:

Enter the customer account number in the input field, and
click the Enter key on the keyboard.

Click the button labeled “[F2] Search by Name. This will
produce a list of customers sorted by last name. Highlight
the customer you want and click “[Enter] Select Customer”.

— or —

Click the button labeled “[F3] Search by Stop. This will
produce a list of stops to select from. Once you have
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selected the stop you will be presented with a list of
customers in that stop. Highlight the customer you want
and click “[Enter] Select Customer”.

Adding Multiple Customers:

Click the button labeled “[F4] Batch by Status/Type”. This
window provides a choice of which accounts to select based
on account type and status. Select only the ones that you
want by putting a check next to it. Once you have
completed that click the button labeled “[F10] Proceed”

Click the button labeled “[F5] Batch by Shop”. This option
displays the Stop Lookup, select the stop that contains the
customers that you want to add to the list. Once you have
the stop highlighted click the button labeled “[Enter] Select
Stop”

Click the button labeled “[F6] Batch by Day”. This option will
display a window listing the days of the week. Select the
day of the week that you want to added the customers for.
Once you have the day select click the button labeled “[F10]
Proceed”

Adding Stops Address:

Click the button labeled “[F7] One Stop”. This option will
display the Stop Lookup window. Select the stop that you
want to add to the list. Once you have the stop highlighted
click the button labeled “[Enter] Select stop”

— or —

Click the button labeled “[F8] Batch Stops by Day”. This
option will display a window listing the days of the week.
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Select the day of the week that you want to add the stops
for. Once you have the day selected click the button
labeled “[F10] Proceed”

— or —

Click the button labeled “[F9] Batch All Stops”. This option
will add all of the stops listed on the working days.

Other Address:

Click the button labeled “[Alt R] Return Labels”. This option
will prompt you for how many return address labels you
need. Once you have enter the amount click the button
labeled “[F10] Proceed”.

— or —

Click the button labeled “[Alt C] Custom Label”. The Enter
Quick Address window opens, here enter the address
information. Once you have all of the information entered
click the button labeled “[F10] Accept”

Once you have all of the labels in the list that you want to print click
the button labeled “[F10] Process Labels”. The next window
provides of choice of different label templates. Click the button
labeled “Open”.
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[ C. e *
-3 Selecttcronnt

e QI e

Section 4

Enter the &ccount #: | 0 I Enter

I [F2] Search by Mame |

| i eaahtieion |

I [Ezc] Cloze

NOTE: Yearly History is used to review customer history (accounts
and invoices) from previous years. This section of the program will
only display years prior to 2008. If you started using the program
in 2008 or later, this section is not used.

To view previous years history first you must select the year you are
interested in, from the drop down list. Next you will need to select the
account to view. There are 3 ways to select the customer account.

Section 4

Button Keystroke | Function

Enter Enter This button will load the account that
is represented by the number typed
in next to Account number.

Search by F2 This button will display the Customer

Name Lookup screen in alpha-numeric
order by last name.
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Button Keystroke | Function
Search by F3 This button will display the Stop
Stop Lookup first and then display the

customer lookup for the chosen
stop.

The Add/Edit Customer is the same as the one in Add/Edit/Review
with the same entry fields. The options on this screen are limited to

five buttons.

Button Keystroke | Function

Invoices F6 This button will list all customer
Invoices for the selected year.

Print Account F8 This button will provide a way of
printing the customer’s information,
when you select Brief or Detailed,
and a list of invoices between the
dates provided.

Statements Alt-S The button will list the dates and the
balances associated with statements
that were sent to the customer.

Stored Credit Alt-R This button displays a screen where

Cards you can store customer credit cards.

Cancel Esc This button will close the customer
account window without saving any
information.
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!,K MrinrCusinggy pluins

Select Day

" Monday

" Tuesday
7 Wednesday
o Thursday
" Friday

-

~

 Whole Week

Section 4

Select the day of the week to print customer notes

[F10] Progess I [Esc] Cancel

This feature is a report that will print all of the customer notes for the
selected day. On this screen select the day, then click the button

labeled “[F10] Print”.

Button Keystroke | Function

Print F10 This button will create a printout of
the selected days customer notes.

Close Esc This button will close this window.
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Add/Edit BO & Needs:

it . SR n [5¢
VB Salci el fur Sisinglr Baeltyila s ga

Enter the Account #: q I Erter

e

P

I [C] Cazh Custamer |

I [F2] Search by Mame |

| [F3] Search by Stop |

[EN BT Customer | I [Ezc] Close |

Backorder.

This screen provides a place to maintain customer BO/Needs. On
this screen, you select the account and which list to manage

(BO/Needs). There are four ways to select an account to work on.
Button Keystroke | Function
Enter Enter This button will load the account that
is represented by the number typed
in next to Account number.
Cash C This button will display the
Customer BO/Needs items assigned to cash
customers.
Search by F2 This button will display the Customer
Name Lookup screen in alpha-numeric
order by last name.
Search by F3 This button will display the Stop
Stop Lookup first and then display the
customer lookup for the chosen
stop.
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To switch between Backorder/Need Items, click the button labeled.

Button Keystroke | Function

Customer Alt-B This button will switch to the
Backorders customer’s backorder list.
Customer Alt-N This button switches to the
Needs customer’s needs list.

Once you select the account the ” Customer Backorder and Needs
For:” window will display the a list of BO/Need Items that the
customer has requested. On this screen, these options are available.

Button Keystroke | Function

Add Alt-A This button provides an entry screen
to add new items to BO/Needs list.

Edit Alt-E This button provides an entry screen
to edit the values for this BO/Need
item.

Delete Alt-D This button provides a way to delete
items from the BO/Needs list.

History Alt-H This button provides a way to view
the history for a particular item.

Cancel Esc This button will close this window.

Account Aging:

This feature is located on the Accounts menu, Account Aging Report.
This report will show each account and the money that is out 1-30
days, 31-60 days, 61-90 days, 91-120 days, and 121 + days. You
will also see the total owed and a status column. The status will track
if the account name had changed or if there is money not accounted

for in the report.
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SECTION 5 — Handling Daily
Transactions

Generate Invoices:

This is the section of the program where you will spend the majority
of your time. From here you can access most of the programs
features; you can maintain customer accounts and stops, void and
reprint invoices, write expense tickets, and check your daily sales
figures.

This screen is divided into three sections. The top includes the
program icon, and version along with customer information. The
middle section is the sales grid, this section will fill with items as you
sale them. The bottom section contains all of the buttons
(features/options), the totals for the grid and the status bar at the
bottom of the screen.

Generate Invoices presents two different sets of options and features

depending on whether an invoice is loaded. In this section we will
divide the features into Unloaded Invoice, and Loaded Invoice.
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Invoice Screen:

TCWA]
Fecal

Computer Date: Sunday, Jan:

Acct#: [§ Name: « | |Stop Name:
Addr Tax Area:
Sale Date: 01/07/18 Last Pur
=|| |Last Pay:
Type: Home:
Status Cell
Balance: Email
B-Day:
Qy[em # Deseipi inStock| InTranst  0n6/o[0/c[ 0nOided] Pice] ru\awsxa\usj
>
|
|
|
Open Invoices | r3]Seach by [A]Add [AkR] Sblod [
carc a kRl Repint
o | Tad i‘ C2lseack iy [E]ﬂ BRI Rearnt | 61 it stops Al+ i)
Fatseachty || (o) congae | UEIEpense | BRITER " Tetal S000 i
Lickels I
{7 Invoice In [ Ay) [4D] Change
{F4 Edt Inventor Reserved
Progess Sumnay Sales Date.
| [FE]View Oid | A U] Customer | g g Reserved || 1O Predfined
| |pServeeNoie ke | |
(NEW - Drder |
| MMIPaper [ Aesened Feserved Feserved [EselEit

uay 07,2018 123003 PM _ Invoice # 10952

Button Keystroke | Function
Search by F2 This button will allow you to load a
Name customer on Generate Invoice,
searching by the customer’s name.
Add A A This button provides a way to add
Customer new customers instantly.
Reprint Last Alt-R This button reprints the last
Invoice completed invoice.
Edit Stops Alt-S This button provides a way of editing
your route without leaving Generate
Invoices. For more information on
editing stops see Stop Add/Edit.
Alt + Alt + This button provides a temporary
price increase.
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Button Keystroke | Function

Search by F3 This button will load the Stop lookup

Stop screen allowing the user to search
for a customer through his/her stops.

Cash Sale C This button will start a new invoice
designated as a Cash Sale.

Expense Alt-E This button will allow you to record

Tickets any expense you might encountered
without leaving Generate Invoices.
For more information see the section
on Expense Tickets.

Edit Alt-B This button will allow you to maintain

Customer customer BO/Needs for more

BO/Needs information see Customer
BO/Needs.

Alt - Alt - This button provides a temporary
price decrease.

Edit F4 This button allows the user to edit

Inventory inventory items.

Invoice In F9 This button will load a previously

Progress created Invoice in Progress.

Daily Sales Alt-V This button produces a window that

Summary displays the current sales, tax, and
collections.

Change Sale Alt-D This button opens a window that

Date displays a list of dates representing

the current work week. You can
switch the current sales date using
this feature.
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Button Keystroke | Function

View Old F6 This button will display the

Invoices View/Void old Invoices screen. For
more information see View/Void old
Invoices.

Customer Alt-U This button displays the Customer

Service Service Notes list.

Notes

Reprint TC Alt-C This button prints a Tech Credit

Terms & Terms and Conditions form for the

Conditions last completed Tech Credit Sale,
even if one did not print the first
time.

Reprint TC Alt-T This button prints the last Tech

Sales Slip Credit Sales Slip from a completed
Tech Credit sale.

Predefined Ctrl-1 This button displays a list of

Invoice predefined invoices.

Order Paper This button will open up an order

and Labels form that can be sent directly to
Classic Computer Systems for
supplies. You can also print and
mail if you are notin a hurry.

Exit Esc This button closes the window.

Open Invoices

Button Keystroke Function

Recall Ctrl R This button will recall an open

Invoice invoice if there are ones listed in the
Open Invoice Table.
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The first five options listed below all deal with starting an invoice, Column Description
either by loading a customer or loading an open invoice or invoice in
progress. The rest are options and features that are available for CcC This column displays if the customer has a
convenience. credit card on file.
Search by Name: Last Amt This is the amount of the last payment you
This button loads the Customer Lookup window. This window received from this customer.
rovides a complete list of customers in the system alphabetically b
b ! b - .y P L Last Date This is the date that the last payment was
last name, first name. Below you will find a list of the columns that .
. received.
are displayed.
Phone This is the primary phone number that you
Column Description have listed for this customer.
Last Name This column displays the last name.
First Name This column displays the first name. On this screen you have these options available:
Acct # This column displays the account number.
Button Keystroke | Function
Type This column displays the customer account
type (Time, Open, Cont, XCR, Tech) Search Text Type from | If you start entering the last name of
] ] Box the the customer you are looking up, the
Status This column displays the customer account Keyboard | lookup will stat to narrow the search

status (Active, Inactive, Skip, MovedIn, with each key entry.

MovedOut, etc.)

. ] , Select Enter This button will load the currently
Sug Pay This column displays the customer’s Customer highlight customer onto the invoicing
suggested payment. screen.
Balance This column displays the customer’s Take F11 This button will allow you to take a
balance. Payment payment without loading the
Tkt This column displays if an invoice (ticket) has Only customer onto the Generate Invoice

Screen. The Complete Transaction

been written on this account this week. ) .
window will open.

Stat This column displays any status markers:
| - Invoice In Progress

B - Customer Backorder

N - Customer Need

Phone # Alt P This button will open a window for
Lookup you to enter all or part of a phone
number to look the customer up.

C - Customer CSN
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Button Keystroke | Function

Show Alt-N This button will display all of the

Customer Need ltems for the currently

Needs highlighted customer.

Add Alt-A This button will take you to the Add

Customer Customer screen, and then load that
customer on the invoicing screen.

Edit F4 This button will allow you to edit an

Inventory inventory Item.

Show Alt-B This button will display all of the BO

Customer items for the currently highlight

BO customer.

Customer Alt-U This button will allow you to edit the

Service Customer Service Notes for the

Notes currently highlighted customer.

Close This button will close the Generate

Generate Invoice screen and take you back to

Invoices the main menu.

Exit Esc This button will close the window

Search by Stop:

This button loads the Stop Lookup window. This window provides
the dealers route broken down by day. Below you will find a list of
columns that are displayed.
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Column Description

Day This column displays the day that the shop is
on. This column is only displayed if Search
By Name is selected on under the route.

Num This column displays the number of the stop.

Name This column displays the name of the stop.

Address This column displays the address of the stop.

Phone This column displays the phone number of
the stop.

The above columns are loaded and reloaded based on the route
display on the left hand side of the screen.
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On this screen you have these options available:

Button Keystroke | Function

Edit F4 This button will allow you to edit an

Inventory inventory Item.

Select Stop Enter This button will load the customer
lookup window only displaying the
customers for this stop.

Close This button will close the Generate

Generate Invoice screen and take you back to

Invoices the main menu.

Exit Esc This button will close the window

167

Section 5

Once you have selected the stop the Customer Lookup window will
load with only the customers on this stop. This Customer Lookup
window differs from the one displayed on Search by Name by:

1. The only customer’s displayed are the ones from the
highlight stop.
2. Show only Active/MovedIn Accounts, this option will display

only those customers for this stop that have a status of
Active or MovedIn.

3. The right hand side of the window displays information about
the stop.

Add A Customer:

This button will load the Add/Edit Customer screen allow you to enter
a new customer on the fly for invoicing. Once the information is
complete the customer will be loaded on the invoicing screen. See
Add/Edit Customer fro more information.

Cash Sale:

This button will start a new invoice designating the customer as a
cash sale. This allows you the ability to do that one time sale, without
going through the process of adding the customer into the system.

Invoice In Progress:

From time to time you will start an invoice for a customer, and want to
save it without finishing it. This button will produce a window that will
display a list of these invoices that you can reload to finish or modify
for a later date.

Column Description

Date This column displays the date that the
invoice was created.
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Column

Description

Customer Name

This column displays the customer name
associated with the invoice.

Account # This column displays the account number
associated with the invoice.
Total This column displays the sales total of the

invoice.

On this screen you will find these options available.

Button Keystroke | Function

Load Alt-L This button will load the invoice onto
the invoicing screen

Cancel Esc This button will close the window

Edit Inventory:

This button opens the Inventory Lookup screen, displaying all of the

inventory items sorted by Item Number (default). The following
columns are displayed.

Column

Description

S

This column displays Item status (Special
Order, Discontinued, etc.)

Item Number

This column displays the item number.

Description This column displays the description for the
item.
Qty This column displays the number of items

currently in stock.
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Column Description

List This column displays the retail price for the
item.

S This column displays the promo status for
and item:
“’- Not on promo.
‘p’ - Item is on promo, displaying regular
price.
‘P’ - Item is on promo, displaying promo
price.

Cat Pg This column displays the catalog page.

On this screen you will find these options available.

Button

Keystroke | Function

Limit List

F3 This button will filter the list of items
by the text entered.

Sort by Desc

F4 This button will change the sort
order to Description.

Sort by Item F4 This button will change the sort
order to Iltem Number

BO/Need F5 This button will display a list of
customers that currently have the
highlighted item on Backorder
and/or Need.

Display Alt-W This button will display warranty

W arranty information for the highlighted item.

History Alt-H This button will display a detailed
history of the highlighted item.
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Button Keystroke | Function

Add Item Alt-A This button will provide an Add Part
window.

Cancel Esc This button will close the window

Section 5

Button Keystroke | Function

Delete Alt-D This button will allow you to mark a
CSN for delete upon closing the
window.

Close Esc This button will close the window.

After selecting the item that you want to edit the Add/Edit Part screen
displays with multiple editing options.

Customer Service Notes:

This button opens a window that will list all previously create
Customer Service Notes. Customer Service Notes (CSN) are
designed to allow the user more flexibility in note taking. Each CSN
records: Subject, Date, Customer, Vendor, Service Rep, Extension,
Pricing, Discount Code, Availability, and a Comment. All of these
fields are optional, which allows the user to enter only what is
necessary.

Also each CSN has optional features:

1. Customer Service Note appears on Daily Worksheet. This
allows the user to determine if this CSN will print on the daily
worksheet.

2. Popup Customer Service Note, this option allows the user to

determine if this CSN will popup when this customer is
loaded on Generate Invoices.

Button Keystroke | Function

Edit Alt-E This button will provide a window
that allow you to make changes to

the currently highlight CSN.

Undelete Alt-U This button will allow you to remove

a CSN'’s delete status upon closing.
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Predefined Invoices:

Predefined Invoices are similar to an Invoice In Progress in that you
can start an invoice place several items on it and comeback and
finish it later. But that's where the similarities end.

Feature Invoice In Progress Predefined Invoice
Can be No, just the accountit | Yes.
loaded to was created on.
multiple
accounts
Prices No. Yes.
updated
when loaded
Reusable No, once the invoice Yes
is completed it is
gone.

This button will provide a lookup screen displaying previously created
predefined invoices. The following columns are displayed.

Column Description

Title This column displays the name given to this
predefined invoice.
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Column Description

Date This column displays the last modified date.

Description This column displays any description given
to this predefined invoice.

Line This column displays how many line items
there are.

Iltem This column displays how many total items

are on the invoice.
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On the screen you will find the following options.

Button Keystroke | Function

Add Invoice Insert This button will provide an entry
screen for a new predefined invoice.

Edit Invoice Enter This button will provide an entry
screen for an existing predefined
invoice.

Delete Del This button will mark the currently

Invoice highlight invoice for delete.

Undelete Alt-Del This button will remove the deletion

Invoice status for the currently selected
invoice.

Print Ctrl-P This button will print the currently

Predefined selected invoice.

Invoice

Close Esc This button will close the window.
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Loaded Invoice: Button Keystroke | Function
R ———— Change Tax F7 This button is used to change the
LTS i ady sees T 450 Cicagol tax rate and area for an invoice
e e Dmckey a for 2 :
ey e — L The default tax is assigned based on
Status: Active B-Day: 01/27/75 H 1
Belance: $357.20 the stop the customer is assigned to.
- m‘y Item # Description In Stack| In Transit OnB/0} 0/C| On Order| Price| Totall Stamsi‘
I Non-Taxed F8 This button marks the current line
I .
) item as non-taxed (tax exempt). An
2 ‘E’ will appear in the status column
R - e (e [ . e on the right hand side.
[ra]:m e [A\H]S'e yyyyy [AHN]Iielme vty | oo Tatal 000 ] . . . .
| P— —T T | Price Check Ctrl-P This button provides an inventory
i — PP [T, [T ;
| g |_pirs | #55e | pae s I lookup screen to do price checks
[F7)Change Tas | [B1PuOnBO w [EJEdi Invertory [g‘;“]i““”‘”‘” from.
i j [FB]Non-Taxed || [N]Put OnNeed | [AlJ] Statement | - [Ctl-5] Serial # Reserved
R W I B e T Item History Alt-H This button provides a way to view
| | the history for a particular item.
Computer Date: Monday, January 08, 2018 12:36:24 PM _ Invoice #: 10962 Need CCoF
Service Alt-1 This button will add a Fee/Service
Charge Charge type line item to the invoice.
After starting an invoice, the Generate Invoices screen provides a This charge is based on the
different set of options. established service rate, the number
of days since the last payment and
. the balance.
Button Keystroke | Function
. . . Discount D This button provides a way of
Edit F3 This button loads the customer edit . . P . y )
. . discounting the current line item. A
Customer screen. For more information see — .
. D” will appear in the status column
Add/Edit Customer. ) .
on the right hand side.
Notes F4 This button produces the Notes . .
window P Promo P This button provides a way to toggle
i between the promo price and
Delete Line F5 This button will delete a line item on regular price for the current line
the invoice. item. This is only available for items
that are currently on promo,
Temp ltem F6 This button will add a temporary line indicated by the lower/upper case ‘p’
item to the invoice. in the status column.
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Button Keystroke Function

Put on BO B This button places the current line
item on back order for the customer
when the invoice is completed. The
extended price is replaced with B/O.

Put on Need N This button places the current line
item on Need Immediate/Future for
the customer when the invoice is
completed. The extended price is
replaced with Need(l) or Need(F).

Load Ctrl-1 This button displays a list of

Predefined predefined invoices to work with.

Invoice

Change Alt-C This button is used to change the

Cost discount code for an item effectively
changing the cost on an item. If the
percentage rate is not available,
select “*) No Code”. Next you will
be prompted to enter the cost for the
item.

Get From Alt-N These buttons display the

Need “Customer Backorder and Needs
For:” window. From this window,

Get From Alt-B items can be selected to place on

BO the invoice.

Service Alt-S This button provides a way to assign

Charge a service charge.

Tax Alt-T This button produces a printable tax

Statement statement for the loaded customer.

Statements Alt-J This button provides a way to

Button Keystroke Function

ComnwellTools.com This button will open your default
web browser to the appropriate web
site.

W arranty Alt-W This button will produce a screen

Info displaying the warranty information
for the selected item.

Verify Alt-V This button checks the current line

BO/Need item for any customers that might
have this item on backorder or need.

W arranty w This button will mark the current line

Tool item as a warranty item. If the item
is already designated as A/C Line
the program will automatically place
the item in the appropriate list.
Otherwise you will be prompted to
select the Line to place it on.

1P F9 This button accesses the Invoice in
Progress feature.

Edit E This button loads the Edit Part

Inventory screen.

Iltem

Total Invoice F11orT This button loads the Complete
Transaction screen.

Webcat Alt-O This button will open your default
web browser to the appropriate web
site.

Xpress X This button will mark the current line

Order item as an express order item.

produce a customer statement.
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Button Keystroke | Function Keystroke Function
Trade-In Ctrl-T This button will mark the current line Shift 0-7,9 These keystrokes will increase the price of an
item as a Trade In item. item by a price modifier.
0=100%
Show Shop \% This button will display a window 1=10%
Info with the stop information. 2=20%
3=30%
Quick IIP Alt-F9 This button saves the current invoice 4 = 40%
as an IIP without asking any 5=50%
questions. 6 = 60%
= [
Customer Alt-U This button opens a window that 7=70%
. . . . 9=90%
Service displays a list of previously created
Notes Customer Service Notes. “t” Using this key instead of the enter key will load
. . . . o
Rollover Alt-R This button will allow you to preform the item with raising the price by 10%.
Account a Rollover without selling any items.
Notes:
Abort Esc This button will abort the current
Invoice invoice. This button will produce an note box window. You can enter up to 40
characters worth of information. The note will be printed on the Daily
Generate Invoices also has hidden options available for use. Worksheet and will popup every time the customer is loaded on
Generate Invoices until the note is deleted. The following options are
available.
Keystroke Function
Alt + This keystroke provides a way of adding a price Button Keystroke | Function
modifier.
Clear Msg Alt-C This button will clear the note.
Alt - This keystroke provides a way of adding a
negative price modifier. Close Esc This button will save and close the
window.
C This keystroke will overlay the price column with
the cost for each item. Temp Item:
F2 While in the Item Number column pressing this
. P g This button will allow you to add a temporary item to the invoice. This
key will launch the Inventory Lookup screen. . . , )
would be a pass through, or one time item. Once you click this

button you will be asked “Is this item a physical inventory item?”
Answering yes indicates it is a product. No indicates this is either a
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service or fee. This helps the system determine how to tax this item. Open Invoices:
Now you have a blank line on the invoice, you can enter the item The open invoices feature allows you to have multiple invoices open
by pressing the button labeled “[Alt-C] Change Cost”. between customer invoices quickly without losing the that you are

currently working on and have items entered.
Enter open invoices in advance of meeting with customers. NOTE:
Blank invoices will not be stored.

The Open Invoices feature can be used to manage multiple
customers when at a stop or creating open invoices in advanced of

meeting with customers.

The Open Invoices feature has two buttons.

Keystroke/Button Function

Start New Invoice This button saves the current invoice and
allows you to create a new invoice while

Ctrl + N placing the current invoice into the Open
Invoices table for later processing.

Recall Invoice This Button retrieves invoices from the Open
Invoice table for processing and saves the
Ctrl + R current invoice if necessary.
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When Exiting MM 1, the system will alert you that you have invoices
open. The following choices are available to handle the invoices. Price Check:

r - This button opens the Inventory Lookup screen, displaying all of the
B9 Exit Program? - LI_M:' E

inventory items sorted by Item Number (default). This screen

provides a way of looking up prices on inventory items without
loading them on the invoice. The following columns are displayed.
[&l 1] Delete Al Open Invoices and Close [Al 2] Return ta Generate Invoizes to handle
k Open Invaices.
Column Description
S This column displays Item status (Special
[Ezc] Keep All Open Invoices and Claze M1 i Order, Discontinued, etc.)
I Item Number This column displays the item number.
Description This column displays the description for the
item.

Qty This column displays the number of items

currently in stock.

List This column displays the retail price for the
item.

S This column displays the promo status for
and item:

‘’- Not on promo.

‘p’ - Item is on promo, displaying regular
price.

‘P’ - Item is on promo, displaying promo
price.

Cat Pg This column displays the catalog page.
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On this screen you will find these options available.

Button Keystroke | Function

Limit List F3 This button will filter the list of items
by the text entered.

Sort by Desc F4 This button will change the sort
order to Description.

Sort by Item F4 This button will change the sort
order to Iltem Number

BO/Need F5 This button will display a list of
customers that currently have the
highlighted item on Backorder
and/or Need.

Display Alt-W This button will display warranty

W arranty information for the highlighted item.

History Alt-H This button will display a detailed
history of the highlighted item.

Add Item Alt-A This button will provide an Add Part
window.

Cancel Esc This button will close the window

After selecting the item that you want to edit the Add/Edit Part screen
displays with multiple editing options.
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Item History:

This button opens the Product History window for the currently
selected item. This screen provides current numbers:

Field Description

In Stock This field is the current in stock value.

On Order This field is the current on order value. How
many items will appear on a scanned order.

In Transit This field is the current in transit value. How
many items are currently on their way to you.

On B/O This field is the current back order value for
the item. How many you currently have on
back order with the vendor.

Year To Date This field contains how many you have sold
this year.

Next you have the ordering section divided into Order to Send and

Orders to Receive.

Field Description
Quantity This field contains the total number of this
item on orders to send/receive.
Backorder These fields contains the total number of this
item on orders marked as backorder, held, or
Held canceled.
Cancel
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The next section contains information about when it was sold. The
following columns are displayed.

Column Description

Inv Date This column displays the date the invoice
was written.

Inv # This column displays the invoice number.

Name This column displays the customer name on
the invoice.

Acct This column displays the customer account
number.

Qty This column displays the quantity sold for
this line item.

Price This column displays the price changed for
this line item.

Stat This column displays the status of this line
item.

Stock This column displays the in stock quantity at
the time this item was added to the invoice.

Transit This column displays the in transit quantity at
the time this item was added to the invoice.

On BO This column displays the on back order
quantity at the time this item was added to
the invoice.

Order This column displays the on order quantity at
the time this item was added to the invoice.
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The next section contains information about received orders. The
following columns are displayed.

Column Description

Invoice Num This column displays the invoice number for
the order.

Ordered This column displays the date that the item
was originally placed on an order in MM1.

Qty This columns displays the quantity ordered
when this item was originally placed on the
order.

Received This columns displays the date the item was
received on an order in MM 1.

Qty This column displays the quantity received
on the order.

BO This column displays the back order quantity
at the time this order was received.

Held This column displays the number of items
held at the time this order was received.

Cancel This column displays the number of items
cancel at the time this order was received.

Stk This columns displays the number of items
was in stock at the time this order was
received.
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At the bottom of the screen you will find these options available.

Button Keystroke | Function

Reprint Alt-R This button will reprint the currently

Invoice selected invoice in the Products
Sold section.

Print Ctrl-P This button will produce a hard copy
of the information displayed on this
window.

Cancel Esc This button will close the window.

Load Predefined Invoice:

This button will provide a lookup screen displaying previously created
predefined invoices. The following columns are displayed.

Column Description

Title This column displays the name given to this
predefined invoice.

Date This column displays the last modified date.

Description This column displays any description given
to this predefined invoice.

Line This column displays how many line items
there are.

Iltem This column displays how many total items
are on the invoice.
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On the screen you will find the following options.

Button Keystroke | Function

Edit Invoice Enter This button will provide an entry
screen for an existing predefined
invoice.

Print Ctrl-P This button will print the currently

Predefined selected invoice.

Invoice

Close Esc This button will close the window.

Get From Need/BO:

These buttons will produce the

“Customer Backorder and Needs

For:” window displaying a list of items for this customer. To switch
between Backorder/Need Iltems, click the button labeled.

Button Keystroke | Function
Customer Alt-B This button will switch to customer
Backorders backorders list.
Customer Alt-N This button switches to the customer
Needs needs list.
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The following columns are available:

Column

Description

N

This column is only on the Needs tab, it
displays the what type of Need it is
(Immediate or Future)

Item Number

This column displays the item number.

Description This column displays the item description.

Qty This column displays how many are on back
order/need.

Price This column displays the price of the item.

Date This column displays the date the item was

added to the list.

On this screen, these options are available.

Button Keystroke | Function

Add Alt-A This button provides an entry screen
to add new items to BO/Needs list.

Edit Alt-E This button provides an entry screen
to edit the values for this BO/Need
item.

Delete Alt-D This button provides a way to delete
items from the BO/Needs list.

History Alt-H This button provides a way to view
the history for a particular item.

Cancel Esc This button will close this window.
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Service Charge Alt-S:

This button provides an opportunity to assess service fees or account
handling fees. This option has two different entry windows, on non-
XCR (SA) accounts, the programs prompts you for the amount to
charge. On XCR (SA) accounts you have the ability to calculate this
service fee. For more information see the section under XCR
Reports.

Statements:

This selection will generate a customer statement that can be used
for billing purposes, or a simple reminder.

After selecting Statements you will have several options for
producing a single statement.

1. The next window is the Terms and Comments window. Here
you will
a. Select the starting date of the statement,
b. Select any comments that you would like to place on
the statement,
c. And select any terms (conditions of payment) to

display on the statement.

2. Once you have everything selected click the button labeled
“[F10] Proceed”

This will produce the statement for a single customer.
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Verify BO/Need:

This option checks if the highlight item is on BO/Need for any
customers and produces a display, listing those customers. The
following columns are available:

Column Description

Customer Name This column displays the customers name.
Stop This column displays the customers stop.
Qty This column displays the quantity that the

customer has requested.

Price This column displays the price at the time of
the request.

Date This column displays the date the item was
requested.

Stat This column displays the status for the item
(Back Order, Need Immediate, or Need
Future).

On this screen you will find these options available.

Button Keystroke | Function
Cancel Esc This button will close the window
IP:

This button will start the Invoice In Progress feature. This feature

functions differently depending on when it is selected.

1. IIP before entering any items on the invoice. You will be
prompted with “Save as payment only Invoice In Progress” or
“Lookup Existing Invoice(s) in Progress”.
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2. Selecting “Save as payment only Invoice in Progress”, the
program will prompt you to print the invoice in progress.

Selecting “Lookup Existing Invoice(s) in Progress”. The program will
display the IIP lookup window that will display a list of the customer’s
invoices that you can reload to finish or modify for a later date.

Column Description

Date This column displays the date that the
invoice was created.

Total This column displays the sales total of the
invoice.

On this screen you will find these options available.

Button Keystroke | Function

Load Alt-L This button will load the invoice onto
the invoicing screen

Cancel Esc This button will close the window

The second case is after entering at least one line item on the
invoice. You will be presented with several questions.

1. Save as Invoice in Progress — this question determines
whether to save the invoice or return to the invoice.

2. Update the on order field — this question determines whether
the on order quantity should be updated with the new values.

3. Print Invoice In Progress — this question determines if the

program will print the invoice after saving it.

Quick lIP:

This option saves the current invoice as and IIP, answering the usual
questions for you.
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. Save as Invoice in Progress — Yes.
. Update the on order field — Yes.

. Print Invoice In Progress — No.

dit Inventory Item:

This button produces an edit window for the currently selected line

item. This window allows you to make changes to the inventory item,
that will be reloaded on the invoicing screen. The following fields are

available:

Field

Function

Item Number

NON-EDITABLE, This field displays the item
number.

Description This is the description of the item.

Group This field determines which vendor you
receive this item from.

Comment This field contains any comment you might

want to attach to this item.

Catalog Page

This field contains the catalog page the item
is located on.

Page Num These values indicate where this item is
located in the price guide.

Line Num

Physical This field determines if this item is a physical
item or something intangible like a service.

Taxable This field determines if this item is taxable by
default.

In Stock This is the count of how many of this item

you currently have.
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Field Function

On Order This value tells the program how many items
to order. The program uses the following
formula to determine how many items to
order.

On Order / Per Case = Order Qty
The remainder is left On Order.

In Transit This value is calculated, based on
outstanding orders. Changing this number
has NO effect on program operation. The
program will recalculated this value the next
time you reindex your files.

Back Order This value like the in transit number is
calculate, and is based on the back order
file. Changing this number has NO effect on
the program operation. The program will
recalculate this value the next time you
reindex your files.

Per Case This value determines how many items are
in a case. The program uses this value
when determining how many to order.

Min Stock The Min and Max values work together to
keep your inventory values at a certain
value.

Example:

In Stock =1

Min Stock = 2

Max Stock = 4

In this example the program will order three.
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Field Function

Max Stock

YTD Qty This value is a running tally of how many of
this particular item you sold this year.

Disc Code This value determines the cost based on the
list price and the discount value.

Manually This field determines when doing a price
update if the program will update the list
price. Ifitis check it will not update the list
price. Everything else is updated.

Case List This is the price that you would sell the whole
case for, NOT the individual price.

Each List This is the price of an individual item.

Promo List This is the price that you would sell the whole

case for, NOT the individual price.

Promo Start Date

This field holds the starting date that the
promo pricing will begin.

Promo End Date

This field holds the ending date the promo
pricing will end.

On this screen you will find these options available.
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Button Keystroke | Function

History Alt-H This button provides a way to view
the history for a particular item.

W arranty Info Alt-W This button will display the warranty
information for the highlighted item.

Make List Alt-M This button will recalculate the list
price based on the discount code
and the cost of the item.

Express Alt-X This button will mark this Item as an

Order express order item.

Save F10 This button will save any changes
made to the item.

Cancel Esc This button will close the window
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This button displays the Complete Transaction screen, at this point

you are ready to finish the invoice and move onto the next customer.

The following fields are available.

Fields Description

Date READ ONLY, This field displays the current
sale date inside the MM1 Software.

Invoice READ ONLY, This field displays the invoice
number assighed.

Account READ ONLY, This field displays the account
number the invoice will be assigned to.

Customer READ ONLY, This field displays the name
associated with the account number.

PO# This field can be used for entering a
purchase order number.

Notes This field can be used to enter any notes or

messages.

Suggested Pay

READ ONLY, This field displays any agreed
upon or calculated payment schedule
information.

Sub Total

Sales Tax

Sales Total

READ ONLY, These fields redisplay the
totals at the bottom of the invoice.

Balance Forward

READ ONLY, This field displays the
customers current balance.

Combined Total

READ ONLY, This field displays the new
balance including the new total.
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Fields

Description

Received

This entry field represents the amount of
money the customer is paying on his/her
account.

New Balance

READ ONLY, This field contains the new
balance for the customer after the payment.

How Paid

This entry field determines which payment
type was used for the Received amount. If
you choose Charge the Enter Card
Information will open on the right side of the
screen.

Check Num

This entry field contains the check number or
any other reference numbers associated with
the payment.

This screen also has the following features available.

Button Keystroke | Function

Pay On None If this customer has other accounts

Other linked to this account it will list the

Accounts additional account with payment
fields along with there balances, for
payment.

Payment F4 This button will display the

History customers payment history for the
past 26 weeks.

New F5 This button will allow you to

Suggested recalculate the customer’s

Pay suggested payment.

Edit Terms F6 This button provides a way of
modifying the customer terms.
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Button Keystroke | Function
Return to Esc This button will close this window.
Invoice

Credit Card Section

Section

Keystroke

Function

Invoice Options Section

Stored Credit
Cards

At the top of the Credit Card
Section is the stored credit cards
box. MM1 has the ability to store
up to four credit cards for each
client. The card itself is not
stored. It is managed by the
processing company and you will
only see the last four digits and
expiration date. The Notes will
show the first saved date and the
Last field will display the last date
the card was used. You may
remove older cards by clicking
the “Remove” button next to the
card you wish to remove from the
system.

Button Keystroke | Function

Do Not Accept Checkbox | This determines if the program

Invoice will accept the invoice. If checked
the invoice will print but not be
saved to history or entered into
sales history.

Print Receipt Checkbox | If checked the system will print a
receipt for the sale. You also
have the chance to select a
different invoice format than the
one you have setup as your
default using the drop down
selection.

Print (2) Checkbox | If Checked two copies of the

Copies (Non receipt will print.

1/4 Invoice

Type)

Email Receipt Checkbox | If this customer has an email
address associated with their
account and this is checked, a
receipt will be emailed to them.

Enter New
Credit Card
section

This section is where you enter a
new credit card or swipe the card
when highlighted in the card
number box. The billing zip code
will fill from the customer record
and the charge amount will fill
from the Received field.
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Store Credit
Card

Checkbox

If this box is checked, the CC
number will be stored in the
managed payer system for use
the next time without have the
card present. Default is checked.

Print Separate
CC Receipt

Checkbox

If checked, the system will print a
separate receipt with the CC info.
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Credit Card Section

Section Keystroke | Function

Check to Checkbox If checked, the system will not

HOLD in Batch process the card live and put it
into the batch for you to process
manually at a time you decide. If
the customer asked you to hold
the card to a specific day, enter
that info into the Comments field
of the Credit Card section.

Show Button Use this feature to edit seldom

Additional CC used feature such as entering the

Options CVV or processing additional

amounts.
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Customer Service Notes:

This button opens a window that will list all previously create
Customer Service Notes. Customer Service Notes (CSN) are
designed to allow the user more flexibility in note taking. Each CSN
records: Subject, Date, Customer, Vendor, Service Rep, Extension,
Pricing, Discount Code, Availability, and a Comment. All of these
fields are optional, which allows the user to enter only what is
necessary.

Also each CSN has optional features:

1. Customer Service Note appears on Daily Worksheet. This
allows the user to determine if this CSN will print on the daily
worksheet.

2. Popup Customer Service Note, this option allows the user to

determine if this CSN will popup when this customer is
loaded on Generate Invoices.

Button Keystroke | Function

Add Alt-A This button will provide a window
allowing you to add a new CSN.

Edit Alt-E This button will provide a window
that allow you to make changes to
the currently highlight CSN.

Undelete Alt-U This button will allow you to remove
a CSN'’s delete status upon closing.

Delete Alt-D This button will allow you to mark a
CSN for delete upon closing the
window.

Close Esc This button will close the window.

View/Void Old Invoices:
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e
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This screen provides the user with the ability to view, void, and
reprint completed invoices. This screen is divided into three sections,
the invoice list at the top, the invoice view, and the command buttons.

In the invoice list these columns are available.

Column Description

Invoice # This column displays the invoice number

Purchase This column displays the purchase amount
for the invoice.

Payment This columns displays the payment amount
for the invoice.

Type This column displays the payment type
(Cash, Check, Charge).

Check # This column displays the check number.

205

Section 5

Column Description

Balance This column displays the new balance after
the invoice is completed.

Date This column displays the date the invoice
was written.

Comment This column displays the comment on the
invoice.

SC This column indicates if the invoice contains
a service charge.

In the invoice view the

following fields and columns are available.

Column/Field Description
Invoice # This field displays the invoice number of the
highlighted invoice at the top.
Acct # This field displays the account number
associated with the invoice.
Name This field displays the customer name
associated with the invoice.
Date This field displays the date the invoice was
written.
Bal Fwd This field displays the customer balance
before this invoice.
Received This field displays the amount received on
the invoice.
New Bal This field displays the customer’s new
balance after completing this invoice.
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Column/Field Description

ltem # This column displays the items purchased on
the invoice.

Qty This column displays the amount purchased.

Description This column displays the description of the
items.

Total Price This column displays the amount charge for
the items.

Stat This column displays any saved status
information (ex. Trade In, Temp Item, etc..).

PO # This field displays the purchase order
number if any.

Notes This field displays any notes that were saved
with the invoice.

Sub Total This field displays the total of the items on
the invoice.

Sales Tax This field displays the Tax amount for the
invoice.

Total This field displays the Sub-Total + Sales Tax

amount.

On this screen you will find these options available.

Button Keystroke | Function
Reprint Alt-R This button will reprint the
Invoice highlighted invoice.

Void Invoice

Alt-V This button will void the highlighted
invoice.
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Button Keystroke | Function

Refund Alt-C This button will refund the credit
Charge card amount of the invoice.
Close Esc This button will close the window.

Expense Tickets:

Acct #| D escription i‘
» H_

2| Truck Lease

Truck Maintenance Tieket

Supplies

Office Supplies

Office Equipment

Meals & Entertainment

Misc Expense

9| Freight

10| Insurance

11| Telephane

12| Postage

13|Rent

14|Bank Charges

15| Advertising

16| Tool Purchase

17| Classic Monthly Service

ﬂ Close

This section is provided for minimal accounting purposes. In the
Expense Accounts section we setup the accounts needed. In this
section you can add your expenses as they occur. The first screen
you encounter is “Select Expense Accounts”.

Column Description

Acct # This column displays the account number
setup for the expenses.

Description This column displays the description for each
expense account.

The following options are available.
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Button Keystroke | Function

Ticket Alt-T This button will create an expense
ticket.

Close Esc This button will close the window.
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The Next window is the “Expense Ticket” screen. This is the screen
you will enter the particulars about the expense. The following fields

are available.

Fields Description

Acct # READ ONLY, This field displays the account
number setup for the expenses.

Description READ ONLY, This field displays the

description for the expense account.

W eekly Budget

READ ONLY, This field displays the weekly
budget.

Total For Week

READ ONLY, This field displays the total
amount spent for the week.

Total For Month

READ ONLY, This field displays the total
amount spent for the month.

Amount This entry field holds the new amount spent.

Date This entry field holds the date for this
expense ticket.

Comment This entry field holds any comments

associated with this expense.

Reference #

This entry field holds any reference
information associated with this ticket.

How Paid This entry field holds how the ticket was paid
for.
Payee This entry field holds who the money was
given to.
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The following options are available.

Button Keystroke | Function

Process Alt-P This button will save the expense
ticket for later reporting.

Cancel Esc This button will abort the process

and close the window.
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Payments To/From Others Dealer:

This section of the program will track payments to and/or from other
dealers. Earlier you setup the dealers you will do business with in
Other Dealer Setup. Now you can record any money passing
between you and them.

Pay Out Other Dealer:

&K Gijigy Uegley Louleip - May Ui Vsl ﬂ

Total Dealer CountS

Dealer Hame Telephone # Pay Out] i‘

Jane Doe 0.00
att Murdock (0.00

Johin Cruz

Phone:
Pager,
Fax:

Peter Parker 0.00
John Smith 0.00

[Enterl Bl [Esc] Esit

The first screen to appear is “Other Dealer Lookup - Pay Out Other
Dealer”. Here you select the dealer you need to make a payment for.
On this screen you have these columns available.

Column

Description

Dealer Name

This Column displays the dealer’'s name.

Telephone # This column displays the dealer’s telephone
number.
Pay Out This column displays the accumulated pay

out amount since the last pay out.
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The following options are available. Retained Information

Button Keystroke | Function AEED DI

Payout Enter This button will start the process of New Balance ThIS. is the amount left in the retained

. section.
Dealer paying out the selected dealer.
Exit Esc This button will close the window. Notes This fle|d.a||0\.NS you to enter any notes on
the save invoice.

After selecting the dealer, the next window that will display is “Pay Create Invoice This check box determines if MM1 will create
Out Other Dealer”. This window displays the following information. an invoice for the retained amount.

Below that top section you will find a list of the customer’s associated

Pay Out Information
with that dealer. Below are the columns that are available.

Fields Description

Pay Out Amount This is the amount owed to the dealer. Column Description

Check Amount This is the amount you are writing the check Customer Name This column displays the customer’s name.
for. Acctnum This column displays the customer’s account

New Balance This is the amount still left on account. number.

Notes This field allows you to enter any notes on Percent This column displays the retained percent for

the transaction. the customers.

Print Other Dealer | This check box determines if the Other Balance This column displays the customer’s
Pay Out Dealer Pay Out Statement will print. balance.
Statement
Collected This column displays the collected amount

for each customer.

Retained Information

YTD Collected This column displays the YTD collected
amount for each customer.

Fields Description

Retained Amount This is the amount you are retaining from the
collections.

Amount Claimed This is the amount MM1 will enter on you
books as income.
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On this screen you will find these options available.
Button Keystroke | Function
Pay Out F10 This button will process the pay out
for later reporting.
Cancel Esc This button will abort the process
and close the window.
Payments From Other Dealer:
,‘f Gtfizr baalay LonEgy - Mayimznt From Dealey g‘ﬂ
Dealer Name T elephone # -
Total Dealer Count:5 All MovedOut Customers anpplinahle :‘
Unfiled MovedOut Ci Hot Applicable
John Cruz
Jang Dog
att Murdock
Peter Parker
lJohn Smith
Phone:
Pager.
Fax:
=
Epel e S

The first screen to appear is “Other Dealer Lookup - Payment From
Dealer”.

Section 5

The following options are available.

Button

Keystroke | Function

Payment
From Dealer

Enter This button will start the process of

receiving a payment from the
selected dealer.

Exit

Esc This button will close the window.

After selecting the dealer, the next window that will display is
“Receive Other Dealer Payments”, this window list the customer
associated with the dealer you selected. This window displays the

following information.

Column

Description

Customer Name

This column displays the customer’s name.

Percent This column displays the percent to receive
for the customer.

Balance This column displays the customer’s
balance.

Credited This column displays the amount to credit to
the customer’s account balance.

Received This column displays the amount received

from the dealer.

New Balance

This column reflects the customer’s balance
after the payments.

Column Description

Dealer Name This Column displays the dealer’'s name.

Telephone # This column displays the dealer’s telephone
number.
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The following options are available.

Button Keystroke | Function
Make Enter This button will Enter the information
Payment for a payment on the highlighted

account.
Receive F10 This button will receive all of the
Payments payments setup on this screen.
Cancel Esc This button will close the window.

When you select Make payment the “Customer Payment” window

opens.

Customer Payments

Fields

Description

Percent ##%

dealer.

This is the percentage received from the

Balance Forward

This is the customer’s current balance.

Amount Credited

This is the amount to credit to the account.

Amount Received

dealer.

This is the amount received from the other

New Balance

adjustments.

This is the new customer balance after the
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The following options are available.

Button Keystroke | Function
Accept F10 This button starts the process of
Payment posting the payment to the
customer’s account.
Cancel Esc This button will close the window.
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Contract Payment:

Reesur Mgzt Froi Conirae s Cup iy

Customer Name Account # Balance| «
Contract Payment M

=]
Held Back Paymel ve| MA| $0.00

Zeus Jupiter | 5 s150000 e ‘

This screen is pro

Totale

j Cancel

vided to receive Contract Payments through MM1.

This screen will contain a list of all outstanding contract customers.

Column

Description

Customer Name

This Column displays the customer’s name.

Account # This column displays the customer’s account
number.
Balance This column displays the customer balance.

On this screen you will find the following options available.

Button

Keystroke | Function

Process

Alt-P This button will take a payment for
the currently selected customer.
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Button Keystroke | Function

Totals

Alt-T This button will produce a report with

the current contract totals.

Cancel

Esc This button will close the window.

Once you have selected the customer you want, the “Contract
Payment” screen is displayed.

Fields

Description

Contract Total

This is the total of the customers finance
balance.

Amount Received

This is the amount of the check or credit
received from the finance company less any
discounts and hold back fees.

Discount

This it the total of fees retained by the
finance company.

Check Payment
directly to you.

Or
Credit payment to

your tool company
account.

This determines the cash on hand totals.
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This screen has the following options available. Add Charge to All Accounts:
Button Keystroke Function B Lute e Da e Qi € s iz - (ULU00) _j_Ja
. . Enter the & tt 0 Erh
Process Alt-P This button will process the G e e it
payment.
[F2] Search by Mame
Close Esc This button will close the window.
[F3] Search by Stop

e OF =3

|
|
[F4] Batch |
[F5] Service Charge Field = " |

[Esc] Cloze

This screen is designed to add a percentage based fee to all
accounts that have not paid from a date you specify.

Charge a Single Account:

1. Enter the customer account number in the input field, and
click the Enter key on the keyboard.

Click the button labeled “[F2] Search by Name. This will
produce a list of customers sorted by last name. Highlight
the customer you want and click “[Enter] Select Customer”.

Click the button labeled “[F3] Search by Stop. This will
produce a list of stops to select from. Once you have
selected the stop you will be presented with a list of
customers in that stop. Highlight the customer you want and
click “[Enter] Select Customer”.
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The “Adding Interest Status Window” will flash. Click Yes,
No, or Cancel in regards to invoicing this customer.

Charging Multiple Accounts:

1.

Click the button labeled “[F4] Batch”. The next window
provides a choice of which accounts to select based on
account type and status. Select only the ones that you want
by putting a check next to it. Once you have completed that
click the button labeled “[F10] Proceed”

Click the button labeled “[F5] Service Charge Field = Y.

The next window displayed provides you with some choices.

Option Description

Invoice on This will determine which accounts will be
days since last | invoice based on the days since the last
payment? payment.

Print an invoice

This will determine if invoices are printed for

for each the interest charge.

customer

billed?

Verify each If Yes the system will stop on each
customer customer and give you the chance to
before invoice them or skip to the next account.
invoicing?

Print an Activity
Summary
Report?

If Yes the system will produce a detailed
activity report of all accounts that were

charged interest.
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WTD Tech Credit Totals:

WAL e Cyelic Tuials
Category Figuresﬂ o

p | Total Tech Credit Sales B C—
Total Withholdings $0.00] - | Cancel

This screen displays the weekly Tech Credit Sales and Withholdings.
The following options are available.

Button Keystroke | Function

Save This button saves any changes to
the Tech numbers.

Close Esc This button will close the window.
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SECTION 6 — Controlling Inventory

To control the inventory you must track all incoming and outgoing
products. Below is an overview of the process. You will have to refer
to specific sections of the manual for each individual functions.

1. Turn the Inventory Control option on (MM1 Customization
Screen).

2. Preform a physical inventory, this will enter the current
inventory values into the system (Physical Inventory
Section).

3. Process all orders through MM1 (Create/Receive Orders).

4. Periodically spot check your inventory values adjusting for

any differences.
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Add/Edit Inventory:

B e Liveniory (=1t
Inventary File Saited by Part Number vith [300144] tems
St[item Number [AItl] | Desoription [41D] el Case Nei| 45| In| Man
72010 7 0 0
] Ball (25)&@] T k| Xl O
/ Ball (2512) 5| .08 |
2 001 lade, .001 (5] E g
2 0015 lade. .0015 (5] 6] O
[i lade, 002 (5] 18] ]
oo lade. .003 [5] g
00 lade. .004 [5] g
I lade, 005 [5] ]
0 lade. .00E (5] ]
o lade 007 (51 ]
o lade. 008 (5] g
0 lade, .009 (5] [l
01 lade, 010 51 |
[l lade, 011 (5] g
[l lade, 012 51 ]
[ lade. 013 (5] |
01 lade. 014 [5] g
015 lade. .015 [5] 5]
Legend
Red = Priaity Press [F2] to Search, Enter Search Test below
ioen = Promo
* = Discontinued
* = Special Dider ltem -
{Check Dropship Availkiity)
M = C5l Shipped [F3lAddltem | [FS] Swvitch Sereen | (F6] Exprecs Order | (Ot D] Deelste ltem
5 = Diap Ship from Vendor
Fi = Historically Priced FShonFome | BIWIWS | sy Mjbake Lt | ok Hl e Hiso
BIV] Cunert Im P Pint Physical | 12171 Fenier  m— I Eoie |
Irrvertory Yahie Inventary Iverta Fle

Besides the point of sale screen the inventory is one of the most
important sections of the system. This section contains all of the
items you would potentially sell to a customer. The inventory is
maintained on the Add/Edit Inventory screen. To access this screen
go to the Inventory menu, Add/Edit Inventory. When this screen
opens you will have a number of options to choose from on the
bottom of the screen.

Button Keystroke | Function

Search F2 This is an entry field to search for a
particular item, you can press the F2
key to place the focus in the search
box above the buttons.

Add Item F3 This button allows you to add new
inventory items/parts or services.
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Button Keystroke | Function

Switch F5 This button will change the display

Screen showing a different set of columns.

Express F6 This button will mark this Item as an

Order express order item.

Delete Item Ctrl-D This button will allow you to delete
the highlighted Item from inventory.

Show Promo F7 This button will change the

Info displayed columns to show the
promo information.

W arranty Info Alt-W This button will display the warranty
information for the highlighted item.

Make List Alt-M This button will recalculate the list
price based on the discount code
and the cost of the item.

Item History Alt-H This button will display an itemized
listing of an items history.

Current Alt-V This button will scan the inventory

Inventory file and calculate the current value of

Value the inventory.

Print Physical Alt-P This button will allow you to print a

Inventory physical inventory listing.

Exit Esc This button will close the Add/Edit

Inventory screen.
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To change any of the values on this screen just use the arrow keys to
go to that column and row. Then type in the value you want to
change to. Below you will find a list of the available columns.

Column D ata Type Function

Status NA NON-EDITABLE, This column
displays any status information
available.

Item Number NA NON-EDITABLE, This column

displays the item number of the
item.

Description

Alphanumeri
c

This is the description of the item.

In Stock

Numeric

This is the count of how many of
this item you currently have.

Per Case

Numeric

This value determines how many
items are in a case. The program
uses this value when determining
how many to order.

Case List

Numeric

This is the price that you would
sell the whole case for, NOT the
individual price.

Disc Code

List Value

This value determines the cost
based on the list price and the
discount value.

Case Net

Numeric

This column is NON-EDITABLE
unless the discount code is *, for
No Code.
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Column

D ata Type

Function

On Order

Numeric

This value tells the program how
many items to order. The
program uses the following
formula to determine how many
items to order.

On Order / Per Case = Order Qty

The remainder is left On Order.

In Transit

Numeric

This value is calculated, based on
outstanding orders. Changing
this number has NO effect on
program operation. The program
will recalculated this value the
next time you reindex your files.

Manually

Logical
Check

This field determines when doing
a price update if the program will
update the list price. Ifitis
checked it will not update the list
price. Everything else is updated.

Back Order

Numeric

This value like the in transit
number is calculate, and is based
on the back order file. Changing
this number has NO effect on the
program operation. The program
will recalculate this value the next
time you reindex your files.

YTD Qty

Numeric

This value is a running tally of
how many of this particular item
you sold this year.

Page Num

Numeric

These values indicate where this

item is located in the price guide.
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Column D ata Type Function

Line Num Numeric

Min Stock Numeric The Min and Max values work
together to keep your inventory
values at a certain value.
Example:
In Stock =1

Max Stock Numeric Min Stock = 2
Max Stock = 4
In this example the program will
order three.

Taxable Logical This field determines if this item is

Check taxable by default.
Physical Logical This field determines if this item is
Check a physical item or something

intangible like a service.

Catalog Page | Alphanumeri | This field contains the catalog

c page the item is located on.
Comment Alphanumeri | This field contains any comment
c you might want to attach to this

item.

Group List Value This field determines which
vendor you receive this item from.

On this screen you can display the Promo Info. The following
columns are displayed when the “[F7] Show Promo Info” button is

pushed.
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Case Net

Column D ata Type Function

Case List Numeric This is the price that you would
sell the whole case for, NOT the
individual price.

Case Net Numeric This column is NON-EDITABLE
unless the discount code is *, for
No Code.

Promo Start Date This field contains the date that

Date the promo starts.

Promo End Date This field contains the ending

Date date for the promotion.

Promo List Numeric This field contains the Promo
Case List Price.

Promo Net Numeric This field contains the Promo

Adding a New Inventory Item:

To add a new item to the inventory, click the button label “[F3] Add
Iltem”. The Add Inventory Item screen will be displayed, here you will
enter the item information. The information on this screen is the
same as the columns displayed above.
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Price Update:

3Picelpte)
o

= e processi

5 changed f ne:
/O IF yau ha:
mali

iy backed up your data, Cancel this process and backup your
iocess may take some time to finish please be patient,

CORNWELL. |
TO0LS

Tho Chiice of Profesionals

 File:

[CUkP] Repiint Previ
Trerns Hot

[AkB]Back AN Mest {Esc] Cancel

Periodically, your tool company will release new price guides or

monthly specials. MM1 is designed to convert those prices files and
update your inventory accordingly. Before starting a price update it is
strongly suggested:

1. That you have a current backup of your data.
2. That you exit all programs.
3. That you have the time to invest in the price update.

To access the price update screen, go to the Utilities menu, Price
Update. Here you will find these options available to you.

Button Keystroke | Function

Back Alt-B This button will take you backwards

one screen.
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process the file, answer those and click the button labeled
“[Alt-N] Next”
Depending on your system you might receive other screens,

Button Keystroke | Function

Next Alt-N This button will take you to the next
screen.

Cancel Esc This button will close the window

To starting a price update:

1.

The first screen will provide information about the inventory
update process. After reading this information click the
button labeled “[Alt-N] Next”

This window will display a list of updates MM 1 found. If the
update you are looking for is already in the list continue with
Processing a price update, otherwise you will need to Locate
the file or Download the pricing.

Locating a price file already downloaded:

1.

To locate the file click the button labeled “[Alt-L] Locate”.
This will take you to a Select Price Update File window.
Navigate to the location where you downloaded the file.
Highlight the file in the window, and click the button labeled
“Open”. This will place the file in the list of available updates.

Downloading Price Updates:

First click the button Labeled “[Alt-P] Download Price Updates”. This
starts another program that will go to the internet to download the
current files. Each download experience is slightly different follow the
on screen instructions. After downloading the file the price file will be
added to the grid of available price files.

Processing a price update:

1.

On the screen with the list of Updates click the button labeled
“[Alt-N] Next”
On this screen you might receive some questions on how to
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proceed through them. The update utility will:

a. Convert the update to the MM1 Structure
b. Update existing items.
C. Add nonexisting items to inventory.

4. Next it will prompt to print different reports and barcode
labels
5. Now you have finished the inventory update process.

This is the most common inventory price update process, due to
variations in equipment and inventory items your experience may
vary. This is not a problem the inventory price update program is
adjusting to met your needs.

When the price update is run if it finds a match on the item number it

will update the prices, discount code, and description. The in stock
value is not touched.
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Create/Receive Orders:

Create/Receive Orders is the backbone of inventory control. It
provides a means of creating an order to replenish the inventory, as
well as a way to update the inventory once the product has come in.
To access the ordering section you will find it on the inventory menu,
under Create/Receive Orders. This screen is divided into three tabs:

Tab Description

Orders to From this tab you will create any an all orders that

Send you will send to your vendors, by scanning for
ordered items or creating a custom order from
scratch.

Orders to This tab will allow you to receive orders into

Receive inventory, effectively updating the in stock quantities
and the inventory value.

Shipments Receive Shipments is similar in design to Orders to

to Receive Receive, the main difference between the two

being, an order contains all of the items you are
requesting from the vendor. A shipment contains
only those items that the vendor is shipping. These
items might correspond to the current order, or a
previous order, or a combination of orders received

by the vendor. (Cornwell Only)

Ordering is broken down into two main parts creating/sending the
order and receiving the order.
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Orders to Send:

iveOrder Canter)) = [E]X]
{11 Orders To Send | i 41 3] Shipments to Receive:
e Description Dale [ #lems| Gend [a
) 0
ICORNWELL.
TOOLS
Tho Choicn of Professioncly
Orders to Send 0
Order. 0
Shipments to Receive: 0
Reserved Reseive [Space] Tag Orcer | (10 Earnectia
{Enter] Load Oider [EUHE] Dealer Code | [CukP] Print Order
[CD] D et Dicler 151 508 Fortems. | 1 3620 Pty
fems
Reseed [P Print Back Order | [515¢an Group | [B] Sean BO/Need
liems items
Rserved feseved | ComelTaoks.com | [t0] Webeat [Esc] Cancel

The creation and/or maintenance of all new orders are handled on
the Orders to Send tab of Create/Receive Orders. This is where the
process starts. Here you have several options:

Button Keystroke | Function
Send Tagged F10 Cornwell Only
These buttons deal with tagging and
Tag Order Space sending orders to Cornwell. For
more information consult your
District Manager.
Print Order Ctrl-P Produces a hard copy of an order.
Load Order Enter Loads an order that was previously

created, allowing you to make
changes.
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Create/Edit Orders:

Button Keystroke | Function
Scan Priority X These buttons will scan your e =L
ltems inventory file looking for items you AL [0 e s
have placed on order that match the CORMAEL L |
L S
Scan For S button that initiated the process. B -
ltems e
S = All ltems
Scan B X = Priority Items only
BO/Need B = BO and/or Need Items only
ltems G = Items in the selected group. ; =
Red [F4] Editltem [F3] 4dd ltem [F10] Save Order
Scan Group G After collecting these items a new T rr— ot
I tems Ord er screen iS |Oa d ed. M:Echsefskh?p's@;mﬂ‘““abw [C] Cancel [H] Hold [ Wananty
E.( :: av‘z&i‘.‘:h;ﬁjgm::;ndm [Ctrl C] Cancel &1l [CtAH] Hold &1 [5.B.GX]Sean [T] Tems
[F9] Create Order Feserved CornwelTools. com [#1-0] Webcat [Esc] Cancel
Create Blank C Loads the Create Order screen 1o Lt 301,95 Tota) Nok $345.99
Order ready to create a new one.
Delete Order Ctrl-D This button will allow you to delete

The Create/Edit Order screen is where you will manage the items on

an existing order. an individual order. The following functions are available on this

Edit Back E This button will allow you edit your screen:
Order back order items.
Print Back P This button prints the items that are Button Keystroke | Function
Order currently on back order. Search F2 This button will assist in locating an
CornwellTools.com This button will attempt to load the item that is currently on the order.
Cornwell Tools website. Add Item F3 This button provides an entry
Webcat Alt-O This button will attempt to load the ts:;eoerr(;,eior adding inventory items to
Cornwell Web Cat. i
Cancel Esc This button will close the Edit ftem F4 Ian:/I:nk;glt'tolr:edr:Zfrfe;he Add/Edit
Create/Receive Orders window. y )
Status F8 This button displays the current
values for On Order, Held, Cancel,
and allows you to make changes.

237 238



Section 6

Button Keystroke | Function

Create Order F9 This button processes the items on
the screen, into a final format that is
either faxed or phoned in to the
vendor.

Save Order F10 This button stores the current list of
items for later manipulation.

Print Order Alt-P This button provides a hard copy of
the item list.

View Alt-V This button displays a list of

BO/Need customers that have this item on
either Backorder and/or Need.

Product Alt-H This button displays an itemized

History history for the highlighted item.

Hold H This button allows you to toggle the
value to place on hold for future
orders.

Hold All Ctrl-H This button will toggle the value on
hold for all items on the order.

Cancel C This button allow you to toggle the
value to cancel off this order.

Cancel All Ctrl-C This button will toggle the value to
cancel for all items on the order.

W arranty Alt-W This button will display the warranty
information for the highlighted item.

Terms T This button provides an entry screen

for item terms.
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Button

Keystroke

Function

Scan

S,G,X,B

This button will scan the inventory
file for items that have been placed
on order since this order was
created.

S = All ltems

X = Priority Items only

B = BO and/or Need Items only
G = Items in the selected group.

Close

Esc

Close the order without saving any
changes.

After making all necessary changes to the order. You are now ready
to submit this order to your vendor. You can send this order one of
two ways. The first way, Click on the “Submit [F9]” button, or click
“F9". This form of submitting an order is the manual process, which
involves faxing or calling the vendor. The second way involves
saving the order and transmitting it through the CDL.
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[0 1] Orelers To Send | Al 2] Grder I [Ak 3] 3 hipments to Receive
escription 5 ales Order # Date Cost # Items| Ack. -
ICORNWELL.
TOOLS
The Choios of
o
e 0

Fieserved Fiesetved I5pacel Ty O JF10) Comeet o

[Erter] Load Order Feserved [CHkY] View Ack | [CikP] Prirt Order
¥y [R] Receive Blank

[CtkD] Delete Order 2o
Fieserved [P] Print Biack Order
Reserved Resenved ComwelTools.com [Ait 0] Webeat [Esc] Cancel

Updating of the inventory happens on this tab if you have Inventory
Control turned on. On this tab you will take an existing order or
create a blank order to update the in stock value. On this tab you
have several options.

Button Keystroke | Function

Print Order Ctrl-P Produces a hard copy of an order.

Load Order Enter Loads an order that was previously
created, allowing you to make
changes.

Receive R Loads a blank order screen ready to

Blank Order create a new one.

Delete Order Ctrl-D This button will allow you to delete

an existing order.
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Button Keystroke | Function

Edit Back E This button will allow you edit back

Order order items.

Print Back P This button prints the items that are

Order currently on back order.

CornwellTools.com This button will attempt to load the
Cornwell Tools website.

Webcat Alt-O This button will attempt to load the
Cornwell Web Cat.

Cancel Esc This button will close the
Create/Receive Orders window.
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Receive Orders:

Section 6

TOOLS
Thke Clvice of Profetidonsls,

Order Date: 04/2/10
Order Num

o = B
ICORNWELL ||,

Kt Piice: $448.35 ReqDEF: $0.00

169.95] $101.97] $163
522435 416746 922495

1/0wC3010

$14395 10436 $14335

|

[F4]Edit ltem

[F3] 4cid Item [F2] Search [F10] Save Order

[8IY) View
B0 /Need

[CubP) Print Order Feserved [FB] Status

€] Cancsl

[AIH] Produet
dllkes History

[Alew] Wananty

[Cni €] Cancel A1

[Cul HIHold &l | [R1 R

wB/ [BIMark B/0

[F9] Receive Drder

Reseed ComwelTools com | [Ak0]Webcat [Esc] Cancel

Total List: $664.80 Total Net: $448 35

The Receive Order screen serves a few functions. The first function
of this screen is to update your inventory in stock number, why
search for each item in the inventory list and update the in stock
quantity manually when the program will do it for you. The second
function provides you with a history of ordered items. You can
always reprint or view old orders through the Reprint/View Old
Orders screen. The following functions are available on this screen.

Button Keystroke | Function

Search F2 This button will assist in locating an
item that is currently on the order.

Add Item F3 This button provides an entry
screen, for adding inventory items to
the order.
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Button Keystroke | Function

Edit Item F4 This button displays the Add/Edit
Inventory Item screen.

Status F8 This button displays the current
values for On Order, Held, Cancel,
and allows you to make changes.

Receive F9 This button processes the items on

Order the screen, update the in stock value
to reflect the addition of what is on
the screen.

Save Order F10 This button stores the current list of
items for later manipulation.

Print Order Ctrl-P This button provides a hard copy of
the item list.

View Alt-V This button displays a list of

BO/Need customers that have this item on
either Backorder and/or Need.

W arranty Alt-W This button will display the warranty
information for the highlighted item.

Product Alt-H This button displays an itemized

History history for the highlighted item.

Hold H This button allows you to toggle the
value to place on hold for future
orders.

Cancel C This button allows you to toggle the
value to cancel off this order.

Mark B/O B This button marks the highlighted
item as a back ordered item.
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Button Keystroke | Function

Receive B/O R This button allows you to add items
from your back order list to the
order.

Hold All Ctrl-H This button will toggle the value on
hold for all items on the order.

Cancel All Ctrl-C This button will toggle the value to
cancel for all items on the order.

Close Esc Close the order without saving any

changes.
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Shipments to Receive (Cornwell Only):

This section has replaced the Orders to Receive (in function), each
order that is transmitted to Cornwell gets an acknowledgment that
updates the order on the Receive Acknowledgments Tab. Later
Cornwell sends a shipping acknowledgment that gets added to the
Shipments to Receive tab.

A shipment can contain the contents of one order but in some cases
it will contain items from multiple orders. When a shipment is
received the program will update the orders on the Order
Acknowledgment tab. In a perfect world the orders on the middle tab
should disappear over time, but every once in a while you will need to
delete acknowledgments that are no longer in transit.

Button Keystroke | Function

Print Ctrl-P Produces a hard copy of an order.

Shipment

Load Enter Loads an order that was previously

Shipment created, allowing you to make
changes.

Delete Ctrl-D This button will allow you to delete

Shipment an existing order.

Print Back P This button prints the items that are

Order currently on back order.

CornwellTools.com This button will attempt to load the

Cornwell Tools website.

Webcat Alt-O This button will attempt to load the
Cornwell Web Cat.
Cancel Esc This button will close the
Create/Receive Orders window.
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Receive Shipments:

Section 6

This screen will update your inventory and create history the same

way Receive Orders.
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This screen has the following options.

Button Keystroke | Function

Search F2 This button will assist in locating an
item that is currently on the
shipment.

Add Item F3 This button provides an entry
screen, for adding inventory items to
the shipment.

Edit Item F4 This button displays the Add/Edit
Inventory Item screen.

Show F8 This button toggles the fourth

PONum column between Sales Order # and
PONum.

Receive F9 This button processes the items on

Shipment the screen, updating the in stock
value with the on screen quantity.

Save F10 This button stores the current list of

Shipment items for later manipulation.

Print Ctrl-P This button provides a hard copy of

Shipment the item list.

View Alt-V This button displays a list of

BO/Need customers that have this item on
either Backorder and/or Need.

W arranty Alt-W This button will display the warranty
information for the highlighted item.

Product Alt-H This button displays an itemized

History history for the highlighted item.
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Button

Keystroke

Function

Close

Esc

Close the shipment without saving
any changes.
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Creating a New Order to Send:
There are two ways to create a new order to send:

1. The first way click the button labeled “[C] Create Blank
Order”, this will open an empty order screen.

2. The second way involves scanning for items that have been
put on order.

“S” will scan for any item put on order.

“G” will scan for items in a particular group on order.
“X” will scan for priority items on order.

“B” will scan for BO and/or Need items on order.

After collecting these items the order screen will open
displaying the list of items. If the scan does not find anything
you will be prompted to create a blank order at that point.

Submitting an Existing Order:

Submitting an order is the act of physically transmitting your order to
the vendor. To submit the order:

1. Open the order that you would like to submit.

2. Verify everything is on the order.

3. When you are sure that the order is correct, click the button
labeled “[F9] Create”.

4. At this point MM1 will ask some questions about the order,

provide you with a print screen, and lastly move the order to
the second tab “Orders to Receive”.

5. Now you would physically call the vendor and place the
order.

Sending an Existing Order (Cornwell Only):
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Sending an order is similar to Submitting an order but instead of Invoice Received:
calling or faxing the vendor MM1 will transmit the order electronically.
To use this technique you must be connected to the internet.

HECEWPH INVDICES,

1. On the Orders to Send tab, highlight the order you want to [ S— -
send.

2. Now tag this order by pressing the space bar.

3. Press the button labeled “[F10] Send Tagged”.

The Invoice Received screen temporarily holds orders that have
been received. These orders will be displayed on the weekly report
and used to help calculated the estimated inventory value. On this
screen you can also add an order, one that you have physically
received but don’t have an order in the system for. If you are running
your system with Inventory Control turned off, and you don’t enter
your orders through MM 1, you will want to put the invoice totals on
here so the program can calculate the estimated inventory value.

This screen can be accessed from the Inventory menu, Invoice
Received. On this screen you have the following options.

Button Keystroke | Function

Save This button will save any changes
made and close the window.

Cancel Esc This button will close the window
without saving.
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Adding a new invoice:

On the Invoice Received screen scroll down until you find the line
with an asterisk (*) on it. This line is used to add new entries. Place
you cursor on this line and begin to enter the information for the
invoice.

Deleting an existing invoice:
On the Invoice Received screen scroll down until you find the invoice
you want to delete. Click the record indicator on the left hand side

(the arrow that points to the line). Now hit the Delete button on you
keyboard. The Invoice is now deleted.
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Warranty Tools:

W arranty is an important section for a dealer that has accepted at
least one item for warranty or plans to. This section allow you to
keep track of warranty items. Tracking such things as how many

;R Wiyt y Tuuls

-5 2t

| CORNWELL
TOOLS

Fhe Clioioo of P

Warranty Line Lozt

Cline

$0.00/

# Line| Last Submit
|tems Date

1]

]

To submit warranty tools,
Ioad the warranty file and
press F9 to submit it

[Enter] Load:
M arranty File

[CHil P Frint Oy

I [Ese] Cancel

items and the value.

To access this section of the program go to the Inventory menu,
Warranty Tools. On the opening screen you will have a choice,
which warranty line do you want to wok on. Below you will find a list

of the available options.

Button Keystroke | Function

Load Enter This button will load the currently

W arranty File highlighted warranty file, for changes
and submission.

Print Only Ctrl P This button will only print the
warranty list, IT WILL NOT SUBMIT
AND CLEAR.

Cancel Esc This button will close the current
window.
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Warranty ltems: Button Keystroke | Function
Save Tools F10 This button stores the current list of
S| items for later manipulation.
tWa{vgnty Z\Is A‘ Lirje
. b ool s Print Order Ctrl-P This button provides a hard copy of
- Last Submitted Info-
co?‘%LsELL Cost $0.00 Date: 00/00/000 the item |ist.
The Clioecs of Profeisionsis,

s Dty lkem Number

W arranty Alt-W This button will display the warranty
information for the highlighted item.
Product Alt-H This button displays an itemized
B L] History history for the highlighted item.
[FA] Edit Iter [F3] Add Item [F2] Search [F9] Submit Toals
[0X1€) Cancel &l [ClCancel kA1 Produet | (e Print Oniy Cancel C This button allows you to toggle the
[EhetkDrupsh‘l‘:zva\\ablhly] [F10] Save Tools Reserved Resemed [AI-W] Warranty

value to cancel off warranty.

[Eso] Cansel

Total List: $169.95 Total Net: $101 .97

Cancel All Ctrl-C This button will toggle the value to
cancel for all items on warranty.

Close Esc Close the warranty without saving

The Warranty Items screen is where you will manage the items in the
any changes.

individual warranty files. The following functions are available on this

screen:

Button Keystroke | Function

Search F2 This button will assist in locating an
item in the warranty file.

Add Item F3 This button provides an entry
screen, for adding inventory items.

Edit Item F4 This button displays the Add/Edit
Inventory Item screen.

Submit Tools F9 This button will clear the warranty
file and allow you to print copies for
mailing with the tools.
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Reprint/View Old Orders:

g P Ol Oyl

Section 6

Wiew/Piint

“early Repart

Bepiint Labels

The feature provides a way of reprinting previously received orders.
You can also generate a yearly report, displaying your purchases for
a particular year. This feature only works if you have the setup
option “Keep Received Order History” ON. To access this screen go
to the Inventory menu, Reprint/View Old Orders.

This screen has the following options:

Button Keystroke | Function

View/Print Alt-V This button will display a copy of the
received order.

Yearly Alt-Y This button will display a purchasing

Report report for what ever year you
choose.

Reprint Alt-R This button provides a way of

Labels reprinting the labels for an order.

Close Esc This button will close the window.
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Add/Edit Promo Items:

D3 ddlE e romplteins)

AEE)]

There are [337] lterns i the Proma flle

CaseNet|  Promo Start Date Prama End Date

5t|item Number [Alt1] Case Lie]
AS8710

/234 077

ATCI1135

/23

[ATE3101010

/234

|[BCI75CT

/234

BOSCLPKA

/234

S [BPDST1200

/234

& |BPLS 75a0MELT

/23

S |BPR23ST

/23

5 [BPRML7S0HD

/234

ilBPXPFHDAD(

/234

BWFB4GT

/234

|CAT1000MR

/23

CAT100PFT

/234

CAT130AHMY

/234

| CATT90MVKE

/237

[ careauis

/234

|CAT2125

/234

CaT240

/234

CAT260

/234

Legend
Red = Priorty
Green =Promo

Press [F2] to Search, Enter Search Text below

* = Discontinued
" = Special rder lter -

{Check Dropship Availabiity)
1 = CS1 Shipped
S = Diop Ship from Vendor

[F3] Add ltem Feserved Reserved [Ct D] Delete ltem

Fi = Historically Priced

Beserved

[’*'t"“'}:”j”a”‘y [k P]PrineList | [Alt H] ltem History

Reserved Reserved

Ak Rl Renges

rwentary File Hered [Esc] Exit

This feature is provided as a means of maintaining the promotional
items. To access this screen go to the Inventory menu, Add/Edit
Promo Items. When this screen opens you will have a number of
options to choose from on the bottom of the screen.

Button Keystroke | Function

Search F2 This is an entry field to search for a
particular item, you can press the F2
key to place the focus in the search
box above the buttons.

Add Item F3 This button allows you to add new
inventory items/parts or services to
the promo list.
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Button Keystroke | Function

Delete Item Ctrl-D This button will allow you to delete
the highlighted Item from the promo
list.

W arranty Info Alt-W This button will display the warranty
information for the highlighted item.

Print List Alt-P This button will print the current
Promo list of items.

Item History Alt-H This button will display an itemized
listing of an items history.

Exit Esc This button will close the Add/Edit

Inventory screen.
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Do Physical Inventory:

t U Py .'Jn-rsmwj J u_’i
This function is designed o help you do 2 physical inventory and uodste sl the quantiies on hand. ‘when you Lpdate Yaur Inventory
your evisting invenicn wil be replaced with the fems an the Physical Invertors List, When you have compleled your invenlory be aware
that orly the items on this list il become your new inventory. Adding any missed tems must be done al the Edit Inventory screen
IMPORTANT: You should back Up yor system piiot o peifoming & physical nventory (o prevent any data loss.

Fho Qe of Mrofesioasts,
Status | Qty[llem Nurmber 50 Tm| /0] Desciplion List Fice|__Net Price Ext Lt
KO i
i L] ssared [F4] Edt ltem [F3] Acd lter [F2) Search
5
AIY] View i FS]Upaate
s =BONee Bions |icutPRint Physical|IF10) SavarPrysical | {21 P
° = Special Dider liem - - — BIEH] Froduct m
[Check. Dropship Availsbilty) ol e Histoly phadii s Il
M =51 Shipped
S = Drop Ship from Vendor Reserved Reserved Reserved Reserved
R = Historically Priced
Pleserved Fleserved Pleserved Fleserved [Esc]Cancel ‘
Total List: $0.00 Total Net: $0.00

This function is designed to help you do a physical inventory and
update all the quantities on hand. When you update your inventory,
your existing inventory numbers will be replaced with the items on the
Physical Inventory List. When you have completed your inventory be
aware that only the items on this list will become your new inventory.
Adding any missed items must be done at the Edit Inventory Screen.

It is very important that you back up your system before
preforming a physical inventory to prevent any data loss.

To access this screen go to the Inventory menu, Do A Physical
Inventory. Here you will find several options to help you along the

way.
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Button Keystroke | Function

Search F2 This button will provide a popup
window to type in the item to search
for.

Add Item F3 This button allows you to add new
inventory items/parts.

Update F9 This button will update the inventory

Inventory numbers, replacing all in stock
numbers with the values on the
screen.

Save F10 This button will save the contents of

Physical this list for later changes.

Print Physical Alt-P This button will print the current
physical inventory list of items..

View Alt-V This button displays a list of

BO/Need customer that have this item on BO
and/or Need.

W arranty Info Alt-W This button will display the warranty
information for the highlighted item.

Item History Alt-H This button will display an itemized
listing of an items history.

Cancel Esc This button will close the Do

Physical Inventory screen,
prompting whether to keep the
saved file or delete it.
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Print BO Items:

This feature is located on the Inventory menu, Print BO Items. This
is accentually a report that provides you with a list of back ordered

items.

List Inventory:

INVENTOTRAINET

Itemsz Starting 'with: |

v Allow negative values

Print [F10] | Cloze

This screen is the same as the “[Alt-P] Print Physical Inventory”
button located on the Add/Edit Inventory screen. This screen will list
all in stock items and calculate the inventory value based on the
option “Allow negative values”. The following are the available button

options.
Button Keystroke | Function
Print F10 This button will create a list of the
inventory items, and determine the
value based on “Allow negative
values”.
Close Esc This button will close this window.
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Current Inventory Value:
' Tnzninyy dalis

Feplacement List¥alue [~ 383 605,43
Replacement NetValue [ 444 16611
Current Invertory ListWalue [ 6391063
CurtentInventoy NetWalue [~ ¢40682.34.
Inventory Item Ling Count ’7?20
Individusl Count [ 2278

# Thig does not include non-physical inventary items.

This value can be obtained in two places the first is on the Inventory
Menu, Current Inventory Value. The second is on the Add/Edit
Inventory screen, a button labeled “[Alt V] Current Inventory Value”.
Selecting this feature, the program will scan the inventory file and
generate a summary of the inventory numbers.

. Replacement List Value — This value is the total of all
extended list prices.

. Replacement Net Value — This value is the total of all
extended net (cost) prices.

. Current Inventory List Value — This value is the total of all

current extended list prices (This includes the promo price if
the item is on promo).

. Current Inventory Net Value — This value is the total of all
current extended net (cost) prices (This includes the promo
price if the item is on promo).

. Inventory Item Line Count — This value is a count of how
many line items (different item numbers) have a value not
equal to zero.

. Individual Item Count — This value is the total of all in stock
items.
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SECTION 7 - Reports 3. Be sure all inventory has been processed. If you are using
inventory control, be sure any orders have been entered. If
This section of the manual contains all of the reports on the reports not, then enter all invoice totals (see Invoices Received).
menu. To access any of these reports go to the Reports menu and
select the name that corresponds to the report in question. Now you will need to decide what type of report you are looking for a
Daily report or Weekly Close Out report.
Daily/Weekly:
The Daily report is straight forward. The invoices are listed in
consecutive order, listing the customers name, account number,
CdRaityuieis Cuss O g balance forward, account type, sales amount, tax amount, collection
& R -3 amount, payment type, new balance, and purchase order number.
4 I i ] ¥ Fiy B4V The bottom portion of this report is the summary, giving totals for
VWELL. uesday .
o COLS meae g tickets, Moved In accounts, cash, check and charge. The next
i L display is of the activity on Time and XCR accounts. Lastly you will
i ——— ‘ find the totals broken down by account type for sales, tax, and
[F3)Selectall | [FTIUnselect &l collections.
¢ AT D
15 Clase Weekly Report For ek 17
™ Print D etailed Reports [V Contiact Credits?Payments on ‘weekly
T
rd
#hof Summary Sheet Copiess | 1
#rof SupportingShest Copes: | 1
[F10] Print [Esc] Close

Daily/W eekly is more than just a report, it also contains your weekly
close out. When selecting Daily/W eekly from the menu, there are a
few things to keep in mind.

1. Be sure that new accounts have been added in to your
records. If they have not, then the total owed to you will be
off as well as the number of accounts, turn, and collection
percentages.

2. Be sure all transactions have been added in. Obviously, if a

transaction (sale, collection, etc.) has not been entered, it
cannot be counted into the business figures.
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Daily Report For: Thursday, April 29, 2010
Hew
il | Customer hame Cust¥ | Bal Fwd [Type Sales Tax | Collzctzd |P Type Balance | Profit FO#
2 | Mount Olyrmpus Acto F 1 oo (TP 000 000 F0.00 |Cash 000 000
2| Oiirmun il and Tires 2 oo (TP .00 .00 $0.00 |Cazh F0.00 .00
4| Heliopoliz Car Deale 3 oo (TP 000 000 F0.00 |Cash 000 000
5 [ Asgard hMotors 4 oo (TP 0.00 0.00 .00 [Cash .00 .00
& | Cook County Departms = 000 |TP .00 .00 $0.00 |Cash 0.00 .00
7 [ Dupage Tools 8 oo (TP 0.00 0.00 .00 [Cash .00 .00
& | Kane kars 7 oo TP 0.00 0.00 $0.00 [Cash .00 .00
o [ will hctors. 8 oo (TP 0.00 0.00 $0.00 [Cash .00 .00
10 | Black g oo (TP .00 000 F0.00 |Cash 000 .00
11 [ white 10 000 (TP 000 000 F0.00 [Cash F0.00 F0.00
12 | Red 1 oo (TP 000 000 F0.00 |Cash F0.00 000
13 | Green 12 oo (TP 000 000 F0.00 |Cash 000 000
14 | Wiood Metors 13 oo (TP .o .00 $0.00 |Cash 0.00 .00
14 [ Rubber Tires 14 oo (TP 0.00 0.00 .00 [Cash .00 .00
16 [hietal Body 15 oo TP 0.00 0.00 .00 [Cash .00 .00
17 [ Gold Package 16 oo (TP 0.00 0.00 $0.00 [Cash .00 .00
18 | kalian Imports 17 oo (TP 0.00 0.00 .00 [Cash .00 .00
14 [ Ugandan Motors 12 oo (TP 0.00 0.00 $0.00 [Cash .00 .00
20 | Britizh Repairs 19 oo (TP 000 000 F0.00 |Cash 000 000
21 | German Rockets 20 oo (TP 000 000 F0.00 |Cash 000 000
6 | William Shakespeare 9 000 TP F22495 | FH3 $0.00 |Cash 24136 o749
TOTALTICKET§: 21
TOTALPROFIT: 36740
TOTALMOWEDIN 0.00
TOTAL CASH: 0.00
TOTALCHECK: .o
TOTALCHARGE: 0.00
SUMMARY TP HCR Sales Tax Collected
ACTIWEACCOUNTS: D 1) TP F224895 $16.31 F0.00
# COLLECTED FROM: 0O o Open F0.00 $0.00 F0.00
% COLLECTED FROM: MNA NA Cont 000 .00 000
HIUVEEKS TURMN: MNA NA HCR 000 $0.00 000
DUTSTAMDING BAL:  $0.00 0.00 Cash 0.00 .00 0.00
FI14.95 6.1 .00
Friday, April 30, 2010 11:11:10 AM Page 1
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The Weekly report at it simplest is a two page report that summarizes
the week. This report gives a summary of the sales, collections,
inventory values, and customer account stats. With the Weekly
report, there are five other optional reports.

W eekly Expense Report
Non-Paying Customer Report
WCS Report (Cornwell Only)
TP Voucher (Cornwell Only)
Customer Audit Report

aorwbd-~

If you select Weekly Closeout, you will be asked whether or not to
close the books. This is an important step; look over your report
verify that everything is correct. If everything looks right then click
the button labeled “OK”. This will close the books for this week and
advance the program dates into the next work week. If there is a
problem click the button labeled “Cancel”, then go back and fix the
problem. Once you have fixed the problem come back and start the
weekly close out again.
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Weekly Report [Week 17] 4/30/2010 ccs0, Classic Computer Systems dba CCS Tools,

26.1a
Time Payment Tpen Tontract Tash Tax [Completed e
DY sales _Coledted Sales_Collected Sdes Collected Sales Collested |  Sales  Tax| Chrgd | Business| TP ®CR
MON oo oo 0.00 0.00 000 000 000 000 000 0O0| OO0 von| oo o
TUE oD oD 0.00 0.00 o000 oo 000 o0 000 ooo| 000 oom| o o
WED oo oo 0.00 0.00 il il [ o0 oo0 ooo| ooo pon| oo
THU 124,95 oo 0.00 0.00 fifii] 00 v o0 000 0o0| 1831 por| oo
FRI oo oo 0.00 0.00 il oo 000 oo oo0 ooo| oo pon| 10
Contrant Payments Recened 000 000
Taable Tetal - Contrast Credits Received i 000 DemkrFuds
13495 oo [ 0.00 0oo (il oo o0 oo 0D0 1831 0o om
Tax Exempt Tetal - Teck Calkct
000 [ 0on [ ooo om
This Wie ek Total - Meweg i
22495 [l oon 000 ooo il om
Frrevia us Wieak Total - cmidToml
000 oo [l 0.00 ooo oo o000 o0 ooo 0o om
Toml- Year To Date Dl Retmned
22485 oo 00 0.00 000 fifili] 000 i il 000 om
[Fre=mwie- At Type Taxable Tax Bx TOTAL [WUENTS AY GONTRD L LET MET
P 12495 ooo 124,95 Broken Tool alue: 160.95 10147
XCR oo 000 0.00 [Trade b “alue : OO0 eeky) & 0 O0CTTO)
Open oo ooo 0.00 | Physical kem Line Court:1. hdividual Count: 1
Cont oo ooo 000 LET NET
Cash oo ooo 0.00 | Balance Farward From Previous Wis ek 000 000
000 [T
WWEER S P URCHASES: [T [T
TOTAL This Week- 124,95 ooo 72495 | suB TOTAL oo 000
Balance Caried Forward- o0 000 0.00| LESS INVENTORY §ALES- 22495 157 45
YEAR TO DATE TOTAL- 124,05 ooo 724,05 707 . 17408 15745
WEAR TO DATE AVERAGE- 124,95 000 334,95 | ADJUSTMENT 5 000 000
IR EE IO, ACTUAL INVENT DR Y WAL LE- - 11485 - 15746
Oa Cash Chack Charge Tata ===
Monday 000 oo [ [
Tuesday 000 oo 0.00 [
Wiedne sday ooo oo 000 [
Thursday 000 oo 0.00 [
Friday 000 oo 000 [
TOTAL 000 [ [T [
AT INTE REENAALE TR fcc Open fes  Contfoc LR foe
Balance Forward- 0o oo [T [
#dd Sales + Tax- 241.36 0oo 000 [
SUB TOTAL- 24125 oo oo [
Less Collections- oo oo oo o000
Adjustments- oo ooo 10000 [
Mew Balance- 24135 oo0 10000 0.0
L L v Tpen Cant WER
Fative Custamers- 1 [ 1 [
Collected From- 0 i il o
% Collected From- 0DD% Na 000w [y
ferage Fayment- WA [ [ M
foerage Balance- 24126 [ 180000 HA
Tum This Wieeke M [ [ He
Parity 000% A L3 HA Friday, April 30, 2010 11:11:12 A
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Section 7

Weekly Report [Week 17] 4/30/2010 Dealer Number: ccs0, Classic Computer

Systems dba CCS Tools

Time Payment ACR Toml
s fothe  Coll % Col Tum Balance | Adive  Coll % Col Tum Balance | Tickets Profit
Won 0 0 NA [ .00 0 [] NA HA oo [] [T
Tue 0 0 NA Na oo 0 0 NA A oo o oo
Wled 0 0 HA NA oo 0 0 HA A oo 0 oo
Thu 0 0 NA N oo 0 o NA HA oo 2 7.4
Fi 1 0 000% N 24138 0 0 NA A oo 0 oo
45 Day Total: 1 0 000% [ 241 38 0 ] A, HA [T 21 [
Poual Toml 1 24138
Cortract Paymert Received Repart For W ek Ending April 30, 2010
tame Contracts Received _ DiscountiHold Back
Mo Contract Payments Received This ieek
Wieekly Toml=: .00 .00 40 00
WD wTo Fre Year
Total Contracts Uliitten .00 0.00 .00
Total Checks Receied: .00 0.00 w0.00
Toral Credits Received: 000 .00 #0100
Total Discounts/Hold B acks: 000 30.00 0.00
Tach Credit Report For ek Ending April 30, 2010
tame Cortract Total Oste
Ha Tech Credit Detail
WD ¥To Frew Year
Total Tech Credits Wiitten §0.00 30.00 #0.00
Total Tech Credits Received .00 0.00 .00
Toral Discounts/Hold B acks: §0.00 000 H0.00

Friday, April 30, 2010 11:11:13 AM
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Section 7

Expense Report [(Week 17] 4/30/2010 Dealer Number: ccs0, Classic Computer

Systems dba CCS Tools

Aeot Description Wiz ek 17 tarch Aol 10
1 Fuel 000 000 000 [T}
2 Truck Lease (R 000 ooo ooo
3 Truck Maintenance 000 000 oon oon
4 Supplies oo 000 ooo ooo
& Ofice Supplies 000 000 oon 0on
6 Ofice Equipment 000 000 ooo oon
7 Meals & Entertzinment 000 000 oon oon
8 Misc Expense 000 000 ooo ooo
o Freight oo 000 ooo ono
10 Insurance 000 000 oon oon
11 Telephone R 000 ooo ono
12 Postage 000 000 0on ooo
13 Rent oo 000 ooo ooo
14 Bank Charges o000 000 ooo ooo
15 Adverizing oo 000 oon ooo
16 Tool Purchase 000 o000 ooo ooo
17 Classic Morthly Service 000 000 000 000

Tomals: 000 o000 ooo ooo

Friday, April 30, 2010 11:11:14 AM
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Section 7

Systems dba CCS Tools

Non Paying Report [Week 17] 413072010 Dealer Number: ccs0, Classic Computer

Friday, April 20, 2010 11:11:16 A

Feot Dustomer Fo Custormer Last Faynent Suggested
# tame Tupe Balance Date Faymert_Fhon e#
24 Wiliam Shakespeare TP 24136 429010 34900
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Section 7

Adjusted AR Report [Week 17] 4i30/2010 Dealer Number: ccs0, Classic Computer
Systems dba CCS Tools

Staring
Balance Tupe

Status

Balance

Ending
Tupe s Comment

Jupiter, Zeus (25)

$1500.00

CONT fotive Cusmmer was Linked
04428/10

- Page 1-
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Section 7

Daily Work Sheets:

[ Uity furfislinst

FReport Type

Dy Fiepor Tups &

Select Day
& Mondsy
© Tuesday
© Wednesday
 Thursday
 Fiiday
-
.
© whole Week

« Daiy Report Type B  Daiy Repart Stops Only

Daly Report Type A includss columns:
Stop, Customer Name, Type, Phone, Comment, Min
Pay, Last Pay, Balance, Pur, Pay, Tax?, and Bal,

Thisis an older version of the Daily Worksheet,

—

[ Altemate print color.

The work sheets are used in place of your route book. This work
sheet provides basic information in the event something happens to
your computer you can still work your route until the machine is
available again. On this screen you have three report types.

Report

Description

Report Type A

This report includes these columns; Stops,
Customer Name, Type, Phone, comment,
Min Pay, Last Pay, Balance, Pur, Pay, Tax?,
and Bal.

Report Type B

This report includes these columns; Stops,
Customer Name, Type, Phone, Comment,
Stat, Pay Hist, Min Pay, Last Pay, Balance,
Pur, and Pay.

Stops Only

This report includes these columns; Stop
Name, Phone, Contact, Tax Area, Address
Line 1, Address Line 2, City, St, and Zip.

Once you have selected the day/week and the report type click the
button labeled “Process [F10]”, and the program will generate the

work sheet for you.
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Section 7 Section 7

XCR Reports:
Daily YWarksheet for Monday, May 3, 2010
Stop Customer Name Type Phone Cell |Sug PaylLastPalealanoel Pur Pay |Tax?| Bal
tourt Oly mpus Auto Repair (725%
21 Zevs ipler TIME () - [ F.0 | #2310 E 1 ) [ Y =
25 Zervsdpler CONT €3 - [ M | s [Fgsmoo| [ [wen |
T_Montokmprs ADF TME () - o - W | wgan | mon | [ [vew | e P——
22 Poseklon Neph e TIME () - ) - .M | w2w won e [RRNEE [AILP] by Payment | [AIW]by Weeks | [AtS] Payment Schedde
23 Hadez Phhio TIME ) - [ .m0 42910 woo | ______ [ ______ |¥iH . 00!
Dil un Qil and Tires [7.25%) 5 Enter Weekly Payments #
[ 2 omucnadTies TME ¢ - 1 - [ mmJeewn] mon[__ [ Jvean]___ ] = e weskpameris: [ 9000
Heliopolis Car Dealership [7.25%) Lotpament | 8000
[ 3 Hewpokcarmeae TME () - - [ mmJeen [ mon[__ T Jva][___ ] T
Asgard Motors [725%) o
[+ asgam motors TME (3 - O - [ mmJeeawn] mon[__ [ Jvean]___ ] - m:the ’7’7222
I [ uririn | Folnem
oy | =
This report/screen provides a way to calculate a fee for XCR(SA)
accounts. On this screen enter the principal amount and then select
the method of calculation,
Calculation Keystroke | Description
by Payment Alt-P This method will calculate the fee
based on the payment amount.
By Weeks Alt-W This method will calculate the fee
based on the number of weeks.
Payment Alt-S This method displays a list of
Schedule different payment selection to
choose from.
After making you selection you have these options available.
Friday, April 30, 2010 2:30:28 P Fage: 1
Button Keystroke | Function
Change Alt-C This button will change the
Percent percentage rate used to calculate
with.
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Section 7

Button Keystroke | Function

Print Ctrl-P This button will create a printout of
the payment agreement.

Reset F5 This button will clear the screen,

Screen allowing you to start over.

Accept F10 This button is used from Generate

Payment Invoices to accept the agreement,
placing the fee on the invoice.

Close Esc This button will close this window.
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Section 7

Tax Liabilities:

ICORNWELL.
TOOLS

Tha Choice of

Select the |
Tax Repot

the report

% Slaling Date: | 4/1/2010  ~ Ending Date; | 4 /3072010 -

I~ Detaied Repart

[F10] Pint [Ese] Close.

This report provides a breakdown by tax area of sales tax and
collected tax. This report is designed to be used in reporting taxes.
This screen displays available folders to report on. After making the
year selection enter the date range, and press the button label “[F10]
Print” to create the report.

Button Keystroke | Function
Print F10 This button will create the tax liability
report.
Close Esc This button will close this window.
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Section 7
Tax Liability Report For 04/01/2010 Thru 04/30,/2010
Dealer Number: ccsO, Classic Computer Systems dba CCS Tools
Total Sales Including Total Collected
Tax Area Tax% Tax Tax Including T ax Tax
EXEMPT SALES 0.000A%
Taxable F0.00 F0.00
Exempt F0.00
Sub Total F0.00 F0.00 F0.00 oo
Al [Defzult Name 720000
Taxable F2a126 F16.21
Exempt F0.00
Sub Total F2a126 F5.21 F0.00 oo
Totd: $ 24126 $16.31 $0.00 $0.00
Colledtion Fees Retsined By You For Other Dealer Accounts: $000
®Empty Deleted Tax Areas are not displayed.
Friday, April 30, 2010 11:36: 32 AM Fage 1
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Section 7

IIP Reporting:

[R I Lt

Account 4]

&
CORNWELL.
TOOLS

The Choice of Profossionsls.

Inveice-nProgress
Count 1

[F10] Print [Es5] Close

This report will list all of the open invoices-in-progress in the MM1
system. The columns listed are Date, Customer Name, Account
Number, and Total. When the screen opens it displays the list of
invoices, here you have to options.

Button Keystroke | Function
Print F10 This button will create a print the list
of invoices-in-progress.
Close Esc This button will close this window.
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Section 7

T bemutersystemsdh - Onan Invoices In Progress List

Hano er Park, IL. 60133

Apct# MAME DATE

TOTAL

24 Wiliam Shakespeare 302010

Friday, April 30, 2010 11:3%:24 AM

F3.16

FPage 1
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Section 7

Reprint Daily/Weekly:

| B i Uil bastily X]
Fepiint Daip/Weekly Clase Dut 5,
P b [Alt 1] Reprint Daily Report A1t 2] Feprirt \eekly Fiepart
CORNWELL.
TOOLS
The Choice af Profestianal (] Apiil 2010 || Select the date of the daily to reprint
19 8 ik
5 6 7 8 3 10 11
12 13 14 15 16 17 18
19920 21 2 23 M B
% 27 31 2D
T3 Today: 4/30/2010
[~ Piint Detailed Reports {Fit]Prnk [Esc] Close

The reprint Daily/W eekly screen provides a way to print old
daily/weekly reports. When this screen opens you must select which
report you would like to reprint.

On the Daily tab, you are presented with a calender here you will
select the date of the daily you would like to reprint.

On the Weekly tab, you are presented with a list of available close
outs, here you will highlight the report you would like to reprint.

Once you have the report selected, click the button labeled “[F10]
Print” This will reprint the report in question.

Button Keystroke | Function
Print F10 This button will reprint the selected
report.
Close Esc This button will close this window.
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Expense Reports:

Section 7

There are three different expense reports, Weekly, Monthly and
Detailed. The first two reports generate as soon as they are selected
producing a break down of all accounts either on a weekly or monthly

basis.

Sel

T |Fel

2| Truck Lease

3[Truck Maintenan

4[Supples

5] Dffice Suppies

[Ofice € quprert

5 4
CORNWELL,
TOOLS

7|Meals & Entertaiment

8]Mise Expense

9] Freight
70/ Insurance
11 Telephone

12|Postage

13[Rent

14[Bark Ch

15 Advertsing

16| Tool Purchase.
17[0

StatingDater | 33072010 EndingDate: [ 473072010 |
Feingsyl [0ws =]
[[oswam | wncear | wopm | Eeices

The third report, the Detailed report, list all of the available expense
accounts, and provides you with a date range to limit the report with.

Button Keystroke | Function

Select All F3 This button will select all of the
expense accounts for the report.

Clear All F7 This button will unselect all the
expense accounts, resetting the
window.

Print F10 This button will create the expense
report.

Close Esc This button will close this window.
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Section 7

1 Fuel
opop 000 0.00
opo 000 0.00
ooo 000 0.00
opo 000 0.00

2 Truck Lease
ooo ooo o.oo
ooo ooo o.o0
ooo ooo o.oo
ono 000 o.o0

3 Truck Maintenance
oo ooo o.o0
ooo ooo o.oo
ooo oo 0.00
ooo ooo o.oo

- T Total: $0.00
0.oo 0.00 0.0
0.oo 0.00 0.00
0.00 0.00 0.00
0.oo 0.00 0.00

-TD Total: $000
o.oon 0.o0 0.o00
0.o00 D.00 D.00
0.oo D.00 0.00
0.00 0.00 0.00

-TD Total: .00
0.00 0.00 0.00
0.oo 0.00 0.00
0.00 0.00 0.00
0.oo 0.00 0.00

e ek

1-14 0.oo
15-28 0.oo
0-47 0.00
4354 0.oo
Wi el

1-14 o.oo
1528 0.oo
29-42 0.oo
43-54 0.00
Wie ek

1-14 0.00
15-28 0.oo
2042 0.00
4354 0.oo
Wi ek

1-14 0.oo
15-28 0.00
19-47 0.oo
43-54 0.00
Wi ek

1-14 0.00
1528 0.oo
2042 0.00
4354 0.oo
Yl b

1-14 0.oo
15-28 0.00
10-47 0.oo
4354 o0.oo
e ek

1-14 0.00
15-28 0.oo
2042 0.00
4354 0.oo
Y b

1-14 0.o0
15-28 0.00
20-42 0.oo
43-54 0.oo

4 Supplies - %¥TD Total: F0.00
ooo ooo o.o0 0.oo o.oo o.o0
ono 000 o.o0 0.00 0.00 0.00
ooo ooo o.oo 0.oo o.oo o.oo
ooo oo 0.0 0.00 0.oo 0.oo

5 Office Supplies =T Total: F0.00
ooo oo 0.0 0.00 0.oo 0.oo
ooo ooo o.oo 0.oo o.oo o.oo
ooo ooo 0.o0 0.00 0.o0 0.oo
ooo ooo o.oo 0.oo o.oo o.oo

& Office Equipment - TD Total $0.00
ooo ooo o.o0 0.oo o.o0 o.oo
ooo ooo 0.o0 0.00 0.oo 0.0
ooo ooo o.o0 0.oo o.o0 o.oo
ooo ooo o.oo o.oo o.oo o.oo

7 Meals & Entertainment = TD Total: OO0
ooo oo 0.00 0.00 0.oo 0.oo
ooo ooo o.oo 0.oo o.o0 o.oo
ooo ooo 0.o0 0.00 0.oo 0.oo
ooo ooo o.oo 0.oo o.oo o.oo

2 MicExpense

- TD Total: $0.00

ooo 0 oo 0.on 0.oo 0.00 0.00
oo 000 0.00 0.00 0.00 0.00
ooo Doo 0.o0 0.oo 0.00 0.00
ooo D oo 0.on 0.oo 0.00 0.00

Friday, April 20, 2010 11:44:05 A

0.oo
0.oo
0.00
o.oo

o.oon
o.oo
o.oo
0.00

0.00
o.oo
0.00
o.oo

o.oo
0.00
o.oo
0.00

.00
o.oo
o0.0o0
o.oo

o.oo
0.00
o.oo
o.oon

0.00
o.oo
0.o0
o.oo

o.oo
0.00
o.oo
o.oo

(]
oo
ooo
ooo

ooo
oop
]
]

oo
oo
0o
]

oo
0o
]
oo

ooo
oon
ooo
oon

pop
oo
oop
ooo

ooo
oon
ooo
oon

]
oo
(]
oo

Doo
Doo
000
0oo

ooo
D oo
D.oo
000

000
Doo
000
Doo

0oo
000
Doo
000

o.oo
o.oo
o.oo
o.oo

Doo
D00
0oo
ooo

o.oo
ooo
o.oo
ooo

Doo
D00
0oo
0oo

0.00
D.00
0.00
0.00

0.o0
0.0
0.00
0.00

0.00
0.00
D.00
D.00

0.0
0.00
0.00
D.00

o.o0
o.oo
0.o0
o.oo

D.00
0.00
0.0
0.o00

o.o0
o.oo
o.o0
o.oo

0.00
0.00
D.00
0.0

0.o0
o.oo
0.00
0.oo

0.oon
0.on
o.oo
0.00

0.00
0.oo
0.0
0.on

0.on
0.00
0.o0
0.00

o.o0
o.o0
o.o0
o.oo

0.oo
0.0
0.on
o.oon

o.o0
o.o0
o.o0
o.oo

o.on
0.00
0.oo
0.on

0.00
0.00
0.00

0.oo
0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00
0.00

Expense Report By Week Dealer Number: ccs0, Classic Computer Systems dba
CCS Tools

0.00
0.00
0.00

0.o0
0.00
0.0

0.00
0.00
0.00

0.00
0.00
0.00

o.o0
o.o0
o.o0

0.00
0.00
0.00

o.o0
o.oo
0.o0

D.00
0.00
0.00

Fage 1
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Section 7

Expense Report by Month Dealer Number: ccs0, Classic Computer Systems dba

CCS Tools

Soct Des crptos Jai Febh  Mar  apr M3y u 0 mg sep Oct Mo Dec VIO
1 Frel om  om  om  0m  0m  0m | 0m 0@ oW 0@ oW om om
2 Track Leare om om oM oW  om oW O0m  Om oM om om om om
3 TnckMahksam¢ 0OM  OM OmM 0mM OmM  Oom  Oom  om oM oM Oom 0om om
+ Spples om om om om om om om om om om om om om
5 Ofioe Supplks om  om oW  om oD oW O0m  Om 0m om om om om
§ Offs EQipmeri  0OM  OM OM 0mM OmM  Oom  om  om oM oM oM 0m om
T Meak 2 Exeral om om om om om om om om om om om om om
B M Bipe ife om om om om om om om om om om om om om
3 Frelit om  om Oom oW oW oW O0m  Oom oM O0m om om om
10 hzi@ece om om om om om om om om om om om om om
11 Tebphom om om om om om om om om om om om om om
12 Postage om  om Oom oW oW oW O0m  Oom oM om om om om
13 Rert Dm om oW oW om oW O0m  Oom oM om om om om
1t BakCiang: om om om om om om om om om om om om om
15 Ace thhg om  om Oom oW om oW O0m  Om 0m om om om om
15 Tool P arckaze om om oM om oW oW O0m  Om oM om om om om
17 Chezic Wity £ om om om om om om om om om om om om om
Toms: OmW  Om  0m  0m  0m | 0m | om | 0m 00 0@ O0m oW om

Friday, April 30, 2010 11:42:09 AM Fage 1
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Section 7

Expense Report By Date For03/30/2010 Through 04/30:2010
Dealer Number: c¢s0, Classic Computer Systems dba CCS Tools

How
Crate Moot Description Amount Comment Reference  Paid Fayee
420:2010 1 Fuel F20.00
1 Tideek(s) Tetaling: $30.00
Friday, April 30, 2010 11:44: 15 AM Page 1
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Section 7

Customer BO & Needs:

VB i gl sy HUY aa ‘n’

Fieport Type

& Custarner B0/Needs ¢ Custarner B0 ¢ Custamer Needs

Select the type of report to print
Cuslomer Backorders and Needs, Customer
Backorders only, or Customer Needs only

Select Day

© Monday
€ Tuasda Select the Diay of the week or sslect whole wesk
" Wednesday
£ Thursday
& Friday

5

~

" Whole ‘Week

I Fi0] Process I [Esc] Cancel

This report will list the customer back orders and/or needs for a

specific day. On this screen you would select the day, and the report

type.
Report Description
Customer This report will list both customer back
BO/Needs orders and needs.
Customer BO This report will only list customer back
orders.
Customer Needs This report will only list customer needs.

Once you have

done this the program will generate the report

requested.
Button Keystroke | Function
Print F10 This button will create a print of
customer BO and/or Needs.
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Section 7

Button Keystroke | Function
Close Esc This button will close this window.
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Section 7
Customer BO/Needs
Dealer Number: ccs0, Classic Computer Systems dba CCS Tools
BackOrder List
Items for Friday
ITEM® aTy TVPE DATE CUSTOMER NANE ACTH® STOP
IRZ31 1 80 Apr3n, 1o WiEm Siakespeane 24 Brtish Repars
Friday, April 30, 2010 1:20:45 PM Page 1
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Section 7

Top Selling Items:

I[lf TSy fiarrs ﬁa
How bany to List: L]

[T Skip Physical ltems
[~ Skip Monphysical lkems

SpptELL
Thes Chnic of Prafestioncls I Bl Liocess I [Ese] Cancel |

This report is a list of your year to date top selling items. When you
open this window you have three input fields to use to determine
what is displayed on the report.

Options Description

How many to List This option determines how many items to
display in the listing.

Skip Physical This option determines if the listing will
Iltems include physical items.

Skip Nonphysical This option determines if the listing will
Iltems include non physical items.

Once you have made your selections, click the button labeled “[F10]
Process Report” to create the list.

Button Keystroke | Function
Process F10 This button will create a print of Top
Report Selling items based on the options
selected..
Close Esc This button will close this window.
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Section 7
Top 10 Selling Items
Dealer Number: ¢cs0, Classic Computer Systems dba CCS Tools
# Hem# Deseription Met ST
1 ASETO0 Warldilf ind Fan 2206 i}
2 CAT400 =:5.0.Composite 1/2'Impact $165.97 i}
3 IRZ3 Sea [R-Z31XP F157 .46 1
Friday, April 30, 2010 1:37:43 PM Page 1
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Section 7

Other Dealer Report:

(B S i Uselar it pure %]
Dosler Nams Telsphans # Fay 0ul] <
Total Desler Count
Jane Dos 50
Hatt Murdack 30.
Peter Patker 50
John Cruz Tohn Smith i
Phone
Pager
Fa
[ Fiint Inaclive Daslers 0] Pt O
e e e

This report is designed to give you a listing of the dealers that you
are collecting for, displaying the dealer name, last date of payment,
amount owed and YTD Totals. On this screen you have one option,
whether to print Inactive Dealers.

Button Keystroke | Function

Print Other F10 This button will create the Other

Dealer Dealer report.

Report

Close Esc This button will close this window.
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Section 7
Other Dealer Collections Report
Dealer Number: ¢ccs0, Classic Computer Systems dba CCS Tools
hoved In howed Out
[ ealer Mame Last Date Amount TR NTD Aot Balance Aot Balance
Faid Owed Collected Retained

Cruz, John F0.00 FO00 F0.00 u} F0.00 [u} F0.00
Doe Jane F0.00 F0.00 F0.00 a F0.00 a $0.00
hurdock, Matt F0.00 FO00 F0.00 u] F0.00 u] F0.00
Patker, Peter F0.00 FO00 F.00 u} F0.00 [u} F0.00
Smith, John H0.00 F0.00 F.00 a .00 a H0.00

Tatak: F0.00 FO00 F0.00 u] F0.00 u] F0.00
*Indicates inactive Dealer
Friday, April 30, 2010 1:36:24 PM Page 1
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Section 7

YTD Stop Report:

I Foner >
[ B 5t Sy Ut [x]

Feport Type

& ByRoute

Select Day

 Monday

" Tuesday
 Wednesday
 Thusday
& Friday

&

-

" “wihole week

¢ ByYTD Purchases ¢ ByYTD Payments

Select the type of repatt o pint
By Foute, By YTD Purchases. or By YTD!
Fayments

Select the day to the week or whole week.

Fi0]Process [Esc] Cancel

This report will print the year-to-date totals for each stop by day and

sort order.
Sort Order Description
by Route This option will sort the report by route

layout.

by YTD Purchases

This option will sort the report using the YTD
Purchases. (Highest to Lowest)

by YTD Payments

This option will sort the report using the YTD
Payments. (Highest to Lowest)

Once you have made your selection click the button labeled “[F10]

Process”.
Button Keystroke | Function
Process F10 This button will create a list of stops
and there YTD numbers.
Close Esc This button will close this window.
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Section 7

YTD Figures For Friday's Stops

Dealer Number. ccs0, Classic Computer Systems dba CCS Tools

PREURNE YTD

Preubaz ¥TD

P RUKNE ¥TD
Party

SDp vame WTD PATchase £ WTO Payme v WTD Party Parchase s Payme it

IElEy mpoits nm 000 [T non noo [

Ugasdar Mabrs om 0oo N oo il N&

BrEEr Repaln ™ i} 0% onn ono N&

Gemar Rocket o0m 000 N ooo ooo H&
Totak 2 26 0.00 0.00% 0.00 onn M

Friday, April 30, 2010 1:48:54 PM

Page 1
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Section 7

Weekly Analysis Report:

Available

Information

Mo of Claseauts: 1

Starting Date: 4/30/2010

Statting Week Num: 17

nding Date: 4/20/20101

E
Ending Week Num 17

Mumbet of Close Duts to compare 15

This report will assist you in analyzing the strengths and weaknesses
of your business, based on your weekly close outs. This screen
displays all of the weekly reports in descending order, and has an
entry field querying how many weeks to compare. This number
counts backwards from the currently highlighted close out.

Button Keystroke | Function

Process F10 This button will create the report
based on the number of weeks..

Close Esc This button will close this window.
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Section 7
15 Week Business Analysis Report -- ver. 2.6.1a
Dealer Number. ¢cs0, Classic Computer Systems dba CCS Tools
BALES DWUTA COLLECTIONS WORTH
INEEK TP ACR OQPEN CONT CaSH TOTAL T XCR OQPEN CONT COMP IHy Ky TP ACR OQPEN
NUN [ S8LES SALES SALES SALES SALES SeLES| COLL CcoOll Coll colLl aus LIET NET BaL BaL BaL
17 225 [i] 5] [i] [i] 225 [F] o [i] of - 25 - 157 24 [i] o
s o o o o 235 o o 1] o o
wr om0 o o n e
o 25 o o o o 225 o o a o o - 25 - 157 2u o o
TPANALYEIS KCRAMALYE IS OPEN ANALY 8IS
INEEK| HUM  NUM  AWE &G & TR [ HUM HUM &G % XCR| HUM  HNUM  AWG AVG % OPEN
NUmM | ACT COL BaL COL COL TURM| ACT COL Bal COL  COL TURM | ACT COL BaL COL  COL TURM
17 1 o 24 Ha o e o o Ha Ha Ha H& o o Ha Ha H& N.‘\l
1 o 24 o o on o o o o o on o o o o o on
oy 1 o 24 o o oo o o o o o oo o o 1] o o on
TOTALSALES 22405
AVERAGE SALES 22405
AWERAGE TP BALANCE 241 26
AVERAGE TR PARITY 0%
MEED ED COMPLETED W EEKLY BUSINESS F0.00
ACTUAL COMPLETED WEEKLY BUSINESS .00
AWERAGE GAIN FOR THE FERIOD F0.00
TOTALGAM FOR THE FERIOD F0.00
MEEDED WEEKLY TURN 0.00
ACTUAL WEEKLY TURN FREREE
DIFFERENTIALWEEKLY TURN FRRREE
Friday, April 30, 2010 1:5325 PM Page 1
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Customer Service Notes:

'R MrnECusiunzy Saryies puiss J

Starting Date: | [ /30/2010 e
Ending D'ate: | 4 /3072010 o

[ Select Customer

Sorted by:
(® Customer Name
) Customer Route
() Date Opened
() Subject

Process [F10]

This report will print customer services notes for all customers within
a certain date range. Sorted by Customer Name, Route, Date
Opened, or Subject.

Button Keystroke | Function

Process F10 This button will create the customer
service report.

Close Esc This button will close this window.
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Reprint Current WCS (Cornwell Only):

Tod1 Dean e Systemadp Customer Service Notes
Hanover Park, IL 60133 This selection from the menu will print the current WCS report. When
— : this report is selected it will produce a blank copy.
Customer Mame: William Shak espeare Account#: 24
SubjectiTool: Test Subject Opened: 532010 Modified: 43202010
Pricing: F15.20 Code: A Forailable: 5252010 Wendor: Corri el
Service Rep: Mary Eension: 100
Comment This i atest of Customer Service Notes.

Prepare ACH Transfer (Cornwell Only):

This screen is provided to transmit any Tech Credit payments to
Cornwell electronically. This screen will display the previous weeks
Tech Credit payments that are waiting to be transmitted. On this
screen you will find these options available.

Button Keystroke | Function

Print List Ctrl-P This button will print the list of ACH
payments in the list.

Send All F10 This button will attempt to connect to

Transactions Cornwell’s server to transmit the

Tech Credit payments

Close Esc This button will close this window.

Friday, April 30, 2010 1:57:51 PM Page 1
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SECTION 8 — Maintenance Button Keystroke | Function
. . Start Reindex Alt-R This button will start the reindex
Reindex Files: )
process on the selected files.
Start Clean & Alt-P This button will start the clean and
et X Pack pack on the selected files. This
[AR-1] Current Year | _8k2] History Folders | _[&-3] Database Fies Option is only available on the
Dumsmmmex Database Files tab.
0 Start Rebuild Alt-B This button will start the rebuild
Ty m process on the selected files. This
e 0 option is only available on the
s 0 Database Files tab.
e il e Select All Alt-S This button will select all of the files
Physical Inventory List O |~ |n the ||St
| Unselect All Alt-U This button will unselect all of the
st | e files in the list.
Cancel Esc This button will close the window.

Maintenance like backing up is necessary to your business. Every
so often your software will slow down or start to experience multiple
errors. Most of the time reindexing the files will clear up the
problems.

To access this screen go to the Utilities menu, Reindex Files. When
the screen opens it will default to the first tab “[Alt-1] Current Year”.
Next to that tab you will see “[Alt-2] History Folders”, and “[ Alt-3]
Database Files”. On each tab you will see a list of files with check
boxes next to them. You can check one file or multiple files, then
start the reindex process. Here are the options that are available on
this screen.
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Purge Data Files:

This section of the program is provided for cleaning up purposes.
This feature was necessary in earlier version because of space
limitations. Only use this section, if:

1. You know what you are doing.

2. Have backed up your data.

3. Need to clean up data corruption.

4. or, have been asked by Tech Support to do this.

The first three screens, Expense Tickets, Clean Promo Index, and
Received Order History all provide you with a date entry field, that the
program will remove information before that date.

W eekly Analysis provides you with a list of weeks and a delete and
undelete button. Any records that are marked in red when you save
will be deleted.

Inventory Items provides you with two ways of deleting inventory
items by Group and by Prefix. This screen will remove items from

the inventory file based on your selections.

Once a file has been purge the information has been erased
permanently.
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YTD figures:

TN Flgures frum Lugt ezl

Category Figures| « Save
FT0 Time Pay Sales

YTD Time Pay Callections 0.00!
YTD Open Acct Sales 0.00]
*(TD Open Acct Collections 0.00]
“/TD Contract Sales 0.00!
Contract Collections 0.00!

hd

ACR Sales 0.00
HCR Collections .00
Cash Sales .UF_I
Completed Business .00}
Tax Exsmpt Sales |
Trventory Balance [List] .00

Inventory Balance [Costl 0.0 ~ Carcel

|| =<|<|<|<

This menu option contains year to date totals for sales, collections
and inventory. The program updates these numbers at the end of
every weekly close out. If you change these numbers they will not
take effect until the next weekly close out. At the end of the year the
program will zero all of the numbers except the inventory list and net.
These figures are found on the first page of the Weekly Close Out
report.

To access this screen go to the Utilities menu, YTD Figures. On this
screen you will find these options available.

Button Keystroke | Function

Save This button will save any changes.

Cancel Esc This button will close the window
without saving.
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End Of Year:

This utility will zero all customer year to date purchases and payment
figures, and zero all Year-To-Date figures. It is advised that you
BACKUP your data first before starting this process. This process
includes these steps:

1. Internal Backup — DO NOT DEPEND ON THIS BACKUP,
DO YOUR OWN BACKUP.

Customer Year to Date

Inventory Year to Date

Expenses Week to Date, Month to Date, Year to Date
Contract Year to Date

Stops Year to Date

Time, Open, XC, Contract, Cash Sales and Collections.

NooaswN

This feature is not available until you have closed your 52 week.
Before you use this feature print off any reports that you will need for
End of Year processing.
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Maintain Access Codes:

wlalniain fessss Curlus

Morth, Year| Codes Save
January, 2011

February, 2011
March, 2011
April, 210
May, 2010
June, 2010
July, 2010
August, 2010
Septernber, 2010
October, 2010

Movemnber, 2010
Decemnber, 2010 Cancel

This is an optional feature, every month you will receive an access
code for the next month, after receiving this code enter it in this
section to ensure that the codes are available when the system asks
for them. When the code is required, the system will automatically
access it from this list of stored codes. This process can eliminate
misplacing the access codes and having to call Classic Computer
Systems for a code.

To access this window go to the Utilities menu, Maintain Access
Codes. Move the highlight to the specific month for which you are
recording the access code and type itin. Then click the button
labeled “Save”. Here are the options for this window.

Button Keystroke | Function

Save This button will save any changes.

Cancel Esc This button will close the window
without saving.
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SECTION 9 — Advanced Topics

Exporting Customer Route

Section 9

This section of the program will assist in moving part or all of the
customer route into another dealers machine. This information is not
removed from the original machine. In order to complete the process
you will need a storage device (i.e. jump drive, flash drive, memory

-

R Eauurt Clatumz ) Funis

=

=

=[] Stop 1

Eeos

O Jason

[ ason

Mew Guy

Mew Guy
Ostep 2
[5Step3
[5top 4
[ Stop &
OStep &
O5Step 7
[O5Stop s
OStepd
Ostep10
OStep 11
MStop12

H [ [ ] ] [ [

Export | Cancel

Compression Status

[ZEURE N D ocuments and Settings\Ownel

Browse

Compression Progress:

Export Statuz

Route Progress:

Shop Progress:

Customer Progress:

stick, etc. ).

Open Export Customer Route, it is located on the File menu. This
will open a new window that displays the customer route at the top
with check boxes. Next you will notice 2 buttons Export and Cancel,
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below that you will find two status boxes. The first status box

displays

the path where the route will be stored, a Browse button,

and a progress bar. The second status box displays 3 progress bars:
Route, Shop, Customer.

To start
1.

NOTE:
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the process:

Check the Export path it will default to your last backup path.
If this path does not point to the location of your storage
device, follow the steps below to change it, otherwise
proceed to step 2.

a. Click the Browse button this will display a Browse
for folder window.

b. Search for your storage device in this list. In most
cases looking under My Computer will display your
device.

C. Once you have your storage device highlighted click

the OK button.

Now you will need to select the information that you want to
export by putting a check mark by each of the items, for
example if you wanted to export BOB and New Guy from
Stop 1 and all of Stop 5.

a. First click the [+] plus sign in front of Monday, this
will display all of the stops on Monday.

b. Now click the [+] plus sign in front of Stop1, to
display the customers in that stop.

c. Now place a check mark in the box in front of BOB
and New Guy (see image above).

d. Now place a check mark in front of Stop 5.

You'll notice when you select an item on a lower branch it will
automatically select the stop and/day, with out selecting the
other customers or stops. This is done to maintain integrity
during the export process.

Once you have completed step 1 and 2 click the Export
button. You will notice the progress bars in the Export Status
box moving. These progress bars indicate how much of the
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export process is complete. Once the export is complete the
compression progress bar will activate indicating how much
of the data has been moved to your storage device.

When the compression has completed you will be notified

that it has completed. You have successfully Exported your
Customer Route.
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Importing Customer Route

This section of the program will assist in updating and/or moving a
customer route. In order to start this operation you will need the
information that will be imported.

Open the Import Customer Route it is located on the File menu. This
will open a new window that displays on the left hand side the
Existing Route, and a button below the Existing Route label — Import
—. On right hand side the Import Route, the import path, below you
find 2 buttons Load and Browse, below that is a progress bar. Next
you will find the Import Status box with three progress bars. Next to
the status box you will find the Cancel button.

K Jirjpuyt Custzr Hul iz JJJ
Existing Route Import Route
Destination: Monday Source: Monday
= Monday = :l
- 5top 1 =
- Stop 2
- Stop 3
# - Stop 4
#Stop & 5
#Stop B << Move Tuesday
# -Stop T Wednesday
# - Stop B Thursday
- Stop 9 Friday
- Stop 10 Beset Saturday
# - Stop 11 Sunday
+-Stap 12
#-- Tuesday
H--Wednesday
#- Thursday
#--Friday
+- - Saturday
Sunday

Import Path: [ e e

Load Browse

Import Status

Route Progress: | Cancel ‘

Shop Progress: |

Customer Progress: |
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To start the process:
1.

Section 9

An export file or a backup from the other route is needed, if
you do not have this information you will need to export the
customer route (for help on exporting customers refer to
Exporting Customer Route in the manual).

Check the Import path it will default to the last restore path.
If this path does not point to the location of your storage
device, follow the steps below to change it, otherwise
proceed to step 3.
Click the Browse button this will display a Browse
for folder window.

Search for your storage device in this list. In most
cases looking under My Computer will display your

a.

device.

Once you have your storage device highlighted click

the OK button.

Next click Load to display the Import Route. This will display
the Import route on the right hand side of the screen.

Now you will need to move Import information from the right
to the left side. In order to do this you will need to locate the
import information and locate the destination on the left side.
To move customers/stops/days:

a.

Drag the customer/stop/day to the appropriate
location on the left hand side and drop the
customer/stop/day. The icon on the mouse will
indicate if you can drop that item there.

Day Example: You want to import Monday
into Monday

(1)

(2)

On the right hand side, click on
Monday, hold the left mouse button
down

Drag the mouse to the left hand side
on top of Monday.
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3)

Now release the mouse button, this
will move all of the import stops
located on Monday to the end of the
current Monday route.

Stop Example: You want to import Stop 5
into Monday

(1)

On the right hand side, click the [+]
plus sign in front of Monday, this will
display all of the stops on Monday.
Now click on Stop 5, hold the left
mouse button down.

Drag the mouse to the left hand side
on top of Monday.

Now release the mouse button, this
will add Stop 5 to the end of
Monday’s route.

Stop Example: You want to import Stop 5
into Stop 3

(1)

(4)
(5)
(6)

Now on the left hand side, click the
[+] plus sign in front of Monday, this
will display all of the stops on
Monday.

Now click on Stop 3, so that itis
highlighted.

On the right hand side, click the [+]
plus sign in front of Monday, this will
display all of the stops on Monday.
Now click on Stop 5, hold the left
mouse button down.

Drag the mouse to the left hand side
on top of Stop 3 Monday.

Now release the mouse button, this
will add all of the customers in Stop
5 to the end of Stop 3.

Customer Example: You want to import BOB
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into Stop 2
(1) Now on the left hand side, click the
[+] plus sign in front of the Monday.
(2) Now click on Stop 2
(3) On the right hand side, click the [+]
plus sign in front of Monday, this will
display all of the stops on Monday.
(4) Now click the [+] plus sign in front of
Stop 1, this will display all of the
customers in this stop.
(5) Now click on the BOB, hold the left
mouse button down.
(6) Drag the mouse to the left hand side
on top of Stop 2 Monday.
(7) Now release the mouse button, this
will move BOB into Stop 2.
— or —
Highlight the destination on the left, then highlight the
source on the right side. If the text above each route
is red this move can not be made. Now click the <<-
Move button.
i Day Example: You want to import Monday
into Monday
(1) On the right hand side, click on
Monday, this will highlight Monday.
(2) Now on the left hand side, click on
Monday.
(3) On the right hand side Monday is
highlighted, on the left hand side
Monday is highlighted, now click the
button labeled <<— Move this will
move all of the import stops located
on Monday to the end of the current
Monday route.

ii. Stop Example: You want to import Stop 5

into Monday
(1) On the right hand side, click the [+]
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plus sign in front of Monday, this will
display all of the stops on Monday.

(2) Now click on Stop 5, so that itis
highlighted.

(3) Now on the left hand side, click on
Monday.

(4) On the right hand side Stop 5 is
highlighted, on the left hand side
Monday is highlighted, now click the
button labeled <<— Move this will
add Stop 5 to the end of Monday’s
route.

Stop Example: You want to import Stop 5

into Stop 3

(1) On the right hand side, click the [+]
plus sign in front of Monday, this will
display all of the stops on Monday.

(2) Now click on Stop 5, so that itis
highlighted.

(3) Now on the left hand side, click the
[+] plus sign in front of Monday, this
will display all of the stops on
Monday.

(4) Now click on Stop 3, so that itis
highlighted.

(5) On the right hand side Stop 5 is
highlighted, on the left hand side
Stop 3 is highlighted, now click the
button labeled <<— Move this will
add all of the customers in Stop 5 to
the end of Stop 3.

Customer Example: You want to import BOB

into Stop 2

(1) On the right hand side, click the [+]
plus sign in front of Monday, this will
display all of the stops on Monday.
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(2) Now click the [+] plus sign in front of Export Data Files:
Stop 1, this will display all of the
customers in this stop.

(3) Now click on the BOB, so that BOB
is highlighted.

(4) Now on the left hand side, click the
[+] plus sign in front of the Monday.

FR skl Bennr i Fllas
Select Export Method

®:Database Filed

) Comma Delimited Text Fie

. TOOLS _
(5) Now click on Stop 2 e Gl o Professionsts. ) Space Formated Teut File

(6) On the right hand side BOB is
highlighted, on the left hand side
Stop 2 is highlight, now click the
button labeled <<— Move this will il dadi
move BOB into Stop 2.

Prodress

[F10] Accept | I [Esc] Cancel

Day the contents of the day can only be

moved to another day. This screen provides a way of exporting customer information,

history, stops, taxes, etc. from the program into a format usable in
other software packages.

Stop a shop can be moved to a day, or the
contents of the shop can be moved to
another shop.

1. Database File — This option will take all of the current
Customer a customer can only be moved to a information and place it into a db3 compatible format.
shop. 2. Comma Delimited Text File — this option will place the
information in a text file separated by commas.
3. Space Formatted Text File — this option will place the

Repeat step 4 until you have moved all of the

customers/stops/days that you need to move. information in a text file separated by spaces.

Once you have finished moving the route verify that Button Keystroke | Function

everything is in the right location, if for any reason the

Existing Route does not reflect what should have been Accept F10 This button will create the export
moved click the Reset button, otherwise click the Import files.

button this will finalize the import process. ) . L
Close Esc This button will close this window.

It is very important that a reindex is done at the completion of
this process.
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Report Designer:

THIS IS A HIGHLY TECHNICAL PART OF THE PROGRAM. THIS
SECTION IS PROVIDED FOR MINOR CUSTOMIZATION OF
REPORTS. lItis highly recommended when modifying any report you
save your modified version with another name. The Report Designer
is beyond the scope of this manual, do not use this section unless
you understand what you are doing.
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PPl Pay Mover Credit Card Module For MM1:

PPl Pay Mover is an integrated credit card processing module for the
Mobile Manager 1 for windows program. Requirements to process
are as follows.

1. A merchant account set up with Payment Processing
Incorporated (PPI).

2. An internet provider to download transactions at the end of
the day.
3. Three track credit card reader. (Supplied by Classic

Computer Systems)

4. MM1W in software loaded on your computer.

How Does It Works:

PPl Pay Mover is an integrated credit card processing program that
allows you to swipe your customers credit card as a form of payment
and batch process the payments when you can connect to the
internet. If you have an available internet connection on your truck
(Wireless Internet service) you can process transactions real time.

You can also store up to four credit cards on your customers account
and recall the card for weekly payments if authorized by the
customer. Please note: The qualified discount rate (Best Rate) is
only applied for swiped credit card transactions. If you use a stored
credit card you will receive the mid-qualified rate. Itis to your
advantage to swipe the customers credit card each time you take a
payment.
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Setup:

To setup PPl Pay Mover choose Customize from the Utility Menu.
Choose the Security/PPl Pay Mover tab. On the right hand side of
the window check the option, “Use Pay Mover To Process Credit
Cards”. You will need to fill in the six boxes with information that is
supplied to you by PPI.

Options Description

PPI Token This information is supplied by PPI.
Enter your This information is supplied by PPI.
Paymover2

Merchant Center

Gateway link here

After entering all the information click the button labeled “[F10] Save
Settings”.

Credit Card Transactions:

Once the credit card module is installed and configured you are
ready to run transactions. There are two ways to run transactions
with PPl Pay Mover. You can swipe a credit card when the
transaction is complete or use a stored credit card. If you have an
internet connection the system can connect and approve the
transaction live. If you do not (most systems will not) you can store
the transaction to be approved when you connect to the internet.

Swiped Transactions:

1. Total your transaction and enter the amount that you want to
pay on the customers account.

Select credit card as How Paid.

3. Accept the invoice and choose if you want to print.

N
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»

The Credit Card Transaction window will open.

5. Swipe the customers credit card. (A swiped credit card will
process at the lower transaction rate so you should swipe as
often as you can).

6. You can enter a Comment in the field provided that will
display in the batch credit cards screen. This is useful if you
need to hold the payment for a few days before processing.

7. Click the button labeled “[Alt N] Process Now” if you have an
internet connection on the truck or choose “[Alt L] Process
Later” to store the transaction until you batch your
transactions when you have a internet connection.

8. The system will finalize the transaction.

Stored/Manual Transactions:
Follow the above directions but on step 5 you can choose a stored

card or enter the card number manually. You will need to be sure the
expire date and zip code are entered.

1. If you choose to retrieve a stored card click the button
labeled “[Alt-R] Retrieve Card”.

2. Choose the card from the list of stored cards for that account
and click “[F10] Proceed”.

3. You can enter a Comment in the field provided that will

display in the batch credit cards screen. This is useful if you
need to hold the payment for a few days before processing.
4. Click the button labeled “[Alt N] Process Now” if you have an
internet connection on the truck or choose “[Alt L] Process
Later” to store the transaction until you batch your
transactions when you have a internet connection.
5. The system will finalize the transaction.

Storing Credit Cards:
You can store up to four (4) credit cards on a customers account.

To add a stored card:
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1. Open the edit window for the account you want to store the Voice Authorization:
credit card information.
2. Click the “[Alt-R] Stored Credit Card” button. This feature is used if you need to get a voice authorization for a
3. The Stored Credit Cards window will open. sale. There is an additional charge for voice authorization so use this
4, Swipe or enter the credit card information into one of the 4 feature wisely.
positions.
5. Enter the Expiration date. 1. Finish your sale and enter the payment amount. Choose
6. Enter the Zip Code for the credit card billing address. credit card as your payment choice.
7. If the customer has authorized the card to be used on a 2. Call merchant services to get the voice authorization.
weekly basis even if they are not available check the Auth 3. After you receive the voice authorization enter the
box. (You should print the Auth. Form and have it signed by Authorization code in the field on the credit card screen.
the customer to authorize weekly charges to the card). 4. Enter the card information and click “[Alt-L] Process Later”.
8. The default check box is to set that card as the primary card 5. When the batch is processed the charge will be run.
to use when making authorized charges.
9. Click “[F10] Accept”.

Refund A Charge:
You can also store a card from the credit card transaction window.
This will allow you to store the card that you are using for the current
transaction.

This feature is used to refund a credit card charge. You can use this
feature before or after the batch has been closed. If you refund prior
to the batch the charge will be pulled from the batch to avoid

To add from the transaction window:

Swipe the card in the transaction window.

process

1.

ing fees.

Choose View/Void OId Invoices from the Invoicing Menu.

2. Click the “[Alt-R] Stored Credit Card” button. 2. Enter the invoice number or select the invoice from the list.
3. In the Save Credit Card window select a slot that you want to 3. With the invoice selected click the “[Alt-C] Refund Charge”
store the card number in. Note: Selecting a slot with a credit button.
card number in it will replace the existing information with the 4. If the batch containing the voided charge is still open, the
new card that you are storing). charge will be removed and it will not batch. If the charge is
4. Click “[F10] Accept”. (If you have not entered the zip code not in the open batch there will be a refund placed in the
for the credit card you will be prompted to enter one now). batch to process the next time you batch.
5. You can now choose to print the Authorization form for the
customer to sign, [Yes] or [No]. Voiding A Credit Card Sale:
6. If this card is Authorized you can choose to mark it as
Authorized, [Yes] or [No]. 1. Choose View/Void Old Invoices from the Invoicing Menu.
7. The information will be stored and you will return to the Credit 2. Enter the invoice number or select the invoice from the list.
card transaction window. 3. With the invoice selected click the “[Alt-V] Void Invoice”
button.
4. If the batch containing the voided invoice is still open, the

321

322



Section 9

charge will be removed and it will not batch. If the invoice is
not in the open batch there will be a refund placed in the
batch to process the next time you batch.

Batch/Settle Credit Cards:

This is one of the most important functions! This is were you batch
the credit card information to the processor for authorization.
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Batch Credit Cards:

If you have transactions that need to be batched you will see a
money bag icon in the lower middle section of the main menu. Once

the batc

h has completed you will get a printed batch report listing the

status of every transaction. If any transactions were declined the
customers will have an adjustment invoice written to their account

removin

B ODN -

g the payment.

You must be connected to the internet to process the batch.
Choose Credit Cards Processing from the Invoicing Menu.
Select Batch Credit Cards.

The Batch Credit Cards window will open with the pre batch
list of items that will be sent. You can Hold items from the
batch by clicking in the Hold field next to the charge on the
left hand column of the screen. If you change any comments
they will be saved after you process the batch. You can hold
cards from the batch repeatedly to accommodate your
customers request.

You should select to print the batch report. This report can
be printed to screen using the preview function.

Click “Process”.

The system will send the transactions to the PPl Pay Mover
site for authorization. This process will take time depending
on your connection speed and the number of items that you
are sending.

If you checked Print Batch Report a print window will open.
Choose printer or preview and click “Start”.

The report will print giving response codes and messages for
each transaction. Any transactions declined will be listed.

If you had any transactions that were declined the payment will be
reversed from the customers account.

Delete Credit Card From Batch:

This allows you to delete a credit card from the batch prior to
processing the batch.
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1. Choose Credit Cards Processing from the Invoicing Menu.
Select Batch Credit Cards.
3. When the batch window appears select the card that you

want to delete from the batch by placing the mouse pointer
on the block in the far left hand column of the line you want to
mark. Click on the line and the line will highlight. The Delete
line button will now be active.

4. Click the “Delete Entry” button and the item will be marked in
red. The Line will delete when you process or close the
function.

5. Follow the above instructions and click “Undelete Entry” to

unmark a line if you make a mistake.

Transaction Report:

This report will list your transactions for the selected date range. To
run this report:

1. Choose Credit Cards Processing from the Invoicing Menu.

2. Select Transaction Report.

3. Select the Start and End Date for the report.

4. Choose the type of transactions to be displayed on the
report.

5. Click “Process”.

6. The print options window will open. Choose printer or

preview and click “Start”.
NOTE: PPl Pay Mover will automatically submit all authorized items

for funding at 5:00 am PST daily. Your bank is usually funded within
24- 48 hours for Visa/Master Card.

* PPl Pay Mover is a registered trademark of Payment Processing Inc.

325

Section 9

NOTES:
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